
State of California

Memorandum

Date:

To:

Fron:

File No.:

Subject:

Business, Transportation and Ifousing Agency

Lpnl29,2009

Assistalt Corrrnissionet, Staff

ÐEPARTMENT OF CALIFORNIA HIGI{\4/AY PATROL
Administrative Sen ices Division

70.,4'5031

FrRST QUARTER 2009 COMMAND INSPECTION

For the fi.rst quarter 2009 command inspection, Administlative Services Division (ASD) selected

Area Administration from the Highway Patrol Guide (IIPG) 22.7, Cltapter i. Attached are the

Area Management Evaluation forms (CIIP 4534) and Exceptions Documents for ASD and ail its

sections.

The results of this command inspection were mostly favorable. Only one section showed any

significarf deficiencies with regard to Area Administlation and requires additional follow-up'

One other section had a minor deficiency that will be easily remedied.

h conducting the command inspections, the inspectors had difficulty utilizir:.g and completing

the CHP 4534s as sevei al of the items on the form did not apply to nonunifonled staff or

required an explanation, and there was no "DNA" colunm or space on the fonn to provide this

infònnation. Other-wise, there were no problerns encountered in conducting this comnand

inspection.

If you lrave any questions, please coffact me at (916) 375-2102'

^n0
C) c:.t - a)-*-()/*-
C. A. WALKER
Assistant Chief

Attacirments

Safety, Sertice, and SecuñtY



'STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOfViMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::: :::::::::::::::: ::::::::::-----'
INSTRUCTIoNS: This document shall be typed. Check appropriate boxes as necessary, orfll in the blanks as indicated Enterthe chapter

number of the inspection in the Chapter lnspection number, Under "Forward to:" enter the next level of command where the document

shall be rouled to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified defciencies, corrective action plans, and may be used to appeal f ndings. A cHP 51 Memorandum may be used if

additional space is requiredduurL¡vl rar olJuvu

lnspected by:

Kathy Marshall/Debbie Schmick

TYPE OF INSPECTION

X Division Level E Command Level

I Executive Office Level

I Corrective Action Plan lncluded

! Appeal lncluded

D Rttachments lncluded

Follow-up Required:

f Yes X tlo

Forward to:

Due Date:

Commander's Signature:
/)ñâ fra4^"rL

Date:

aAs/oE

Inspector's Comments Regarding lnnovative Practices:

The Chief encourages staff to develop creative ideas for improving efficiency and effectiveness. The following

completed or in-progress projects illustrate some of the beneficial ideas that have come from Administrative

Services Division (n-so) u'rpioyeu.. Replacing Form Flow with a more intuitive -PDF Document Creator

program; procuring Asset Management softwaie for Fa ;ilities section; purchasing the Fleet Focus equipment

management program; implementing the Payroll Accounting sysiem and Accounts Receivable database;

develãping the cãdet Appiication oñ-line =yét"r; and possibly transferring the cadet background investigation

personal Hi.tory euestionnaire to an on-lin'e application. The Chief routinely surveys various units/programs to

determine where staff are needed most and reallocates staff as necessary'

When possible, commanders should be open to staff's ideas for improving procedures, if those changes would

result in a cost-effective benefit to the Deparlment. Commanders should consider redistributing personnel

resources to various programsiunits, if possible. This would shift resources where needed and encourage cross-

training on duties.

This Division office inspectìon positively represented all aspects of the Area Administration chapter inspection.

The Chief described numerous exrmpler of successful planning, staffing, organizational efficiency, top-down and

bottom-up communications, and staff meetings. The Division log and various other documents were reviewed

and found to be current aná appropriate tne Cn¡et inieracts regularly with staff of all levels' often doing walk-

throughs of the various sections/units that comprise the Division, and

communicating with staff. The Chief constantly strives to improve an

encourages añd often implements staff's ideas when appropriate. W n

Chief anã staff is sufficient, ii was noted that the photographs on the

the ASD employees will be relocating to a new facility soon and may

board unless there is suflicient space to display it. Therefore, this is not considered a correctable item at this

time

CHP 680A(Rev 09-08) OPI 010
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Kathy Marshall/Debbie Schmick

No comments Provided.

lnsoector's Comments:

No additional comments

CHP 6804 (Rev 09-08) OPI 010
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COMMAND INSPECTION PROGRAM
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Page 3

Command:

ASD (070)
Drvis on
ASD

Chapter:
1

lnspected by:

Kathv MarshalliDebbie Schmick
Date:

4t212009

Lead lnspector's Signature:

e,r'¡ 4 ) 0 j'
Date:

+-,? tr- Õq
ilpondingccì-mmander'ssignature(f orappeal): Date:

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 4534 (Rev. 5-06) OPI 009

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deflciencies are Gorrected. Answer

individual items with ,,yes', or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the lnformation

can be placed on the cHp 4s4, Area Management Evaluation supplement. The Supplement should include significant fìndings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall intpressions. This

form can be completed in pen or pencil, and the Supplement can be handwrltten if desired'

DATE

412/2009

EVALUATED BY

K-atþ Marshall and Debbie Schmick

TYPE OF EVALUATION

[] Formal Evaluation ! lnformal Evaluation
SUSPENSE DATE

FOLLOV'/-UP REOUIRED

Eves Øruo

! Correction Report

BY

'-4/*sieq

T: TVINruNCEMENT FUNCTIONS
EVALUATED

Yes

ACTION REQUIRED

No

CORRECTED

a. What functions of management were observed?

(1) Planning adequate? Ø Yes fl ruo

(2) Organization adequate? [Z Yes n ¡lo

(3) Siaffìng adequate? Ø Yes ! l.lo

E Yes ! ¡¡o(4) Directingadequate?

(5) Controllingadequate? @Yes ! ruo

(6) Delegatingadequate? Ø Yes ! tto

a. Current Organizational Chart?

CORRECTED

Ø Yes !No

(1) Lines of authority, responsibility, and training? Ø Yes E t'lo

b, How are personnel informed of commande/s absence? Through the elec.t¡onic calendu, e-mail, or phone call'

(1) Alternate assigned? Ø Yes ! ¡lo

(2) Division notifled via comm-net? EYes Z ruo

c. Have collateral duties been assigned to supervisors? I Yes ! tlo

(1) Offìcers aware of assignments and/or changes? ØYes E ruo

d. How was efficiency of the organization tesied? Reviewed Division log lbr completion of plojects; reviewed duty staten.rents a1rd

organizttton chart; per.sonaì o[rservation of processes and interaction of cornmander with subordinate emplo,vees

e. ls there an appropriate span of control? ElYes ! ruo

3. JOB DESCRIPTIONS

a. Local procedure for periodic review?

CORRECTED

Ø Yes I tto

(1) Date of last review uPdate?

Ø Yes Druob. Authority limits exPlained?

CHP 4534 (Rev. il6) Page 1 ol3

1 0/1/2008

Destroy Previous Editions

Z Yes

ø53a506,pdf

D ¡loc. Written job descriptions for posiiions?



STATE OF CALIFORNLq

DEPÀRTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 4534 (Rev.5-06) OPI 009

(1) Where are job descriptions kept? Electronic files

(2) Has cross training been conducted? Ø Yes ! tlo

CORRECTED

r4., GOMMUNIOATIONS: .' 
'''

receives information ver.bally and via e-mail fi'om the Assistant Chiefs and other employees. Thet'e is an open door policy.

a. Commande/s methods to disseminate and receive information? The Chief uses c-mail and/or speaks directly to staff. The Chicf

(1) Does the commander use both formal and informal channels? I Yes E t'¡o

(2) How does the commander inform personnel of their contributions and/or accomplishments? Chief shares appreciation with

emplol,ee,s supervisor or speaks directly to empÌoyee. Commendatjons are sometimes givento stafL Staff commended at meetings.

b. Good up and down flow of information within Area? Ø Yes E t¡o

(1) Commander to supervisors? Ø Yes ! tlo

(2) Commanderto officers through lieutenants/sergeants? Ø Yes E tlo

(3) Supervisors to commandet? ElYes n ¡lo

(4) Supervisors to officers? EYes nruo

(5) Officers to supervisors? E] Yes n ¡¡o

(6) Offìcers to commander through chain of command? Ø Yes D tlo

(7) Between uniformed/nonuniformed employees? Ø Yes E t¡o

(B) Suggestions for improvement madeitested? ØYes nruo

c. Commander and supervisors available for counseling? [] Yes n ¡lo

(1) Commander attend briefìngs? EYes DNo

(2) Lieutenant attend briefìngs? EYes n ruo

E Yes E tlod. ls the information system effective?

(1) Are personnel aware of current projects? Ø Yes fltlo

(2) Weekly correspondence routed? Øyes !ruo

e. How is the commander kept informed of daily events? Chief receives Comrr-Ncts, inf<lrmation e-mailed, Assistant Chiefs notify

Chicf, and Chief rnects with staffto learn about evelrts.

f. Are photos on picture board current? E Yes El No

a. Commander or facilitator/manager adequately prepared for meetings?

CORRECTED

@ ves I tto

(1) Do meetings begin on time? @ves nruo

(2) ls there an agenda? El ves E t'to

CHP 4534 (Rev. s6) Paqe 2 of 3
Destroy Prev¡ous Editions c/53a506.pdf



STATE OF CALIFORNIA

DEPARTMÊNI OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRAT¡ON
CHP 453A (Rev. 5-06) OPI 009

b. How often are Area meeiings held? 'l'ypically, after'Iop Managernent tneetings.

(1) Who coordinates agenda? Support staff

(2) Who takes minutes? Support staft,

(3) ls action taken, with subsequent follow-up? Ø Yes fl t'lo

c. Are successive meetings held? @Yes !No

d. Are Top Management minutes discussed? Ø Yes ! t'lo

(1) Does commander support departmental programs? EYes !ruo

(2) Do employees understand information disseminated? E] Yes n ¡lo

e. Are special interest programs planned? Ives nruo

f. Are schedules arranged for maximum attendance? [Z Yes n No

(1) ls information conveyed to absent members? [Z Yes E tto

g. What is ihe frequency of staff meetings? Valies with entir.e staff. Dail;- or rveekly \Yith Assista¡t Chieß.

(1) Agendas distributed priorto meetings? [] Yes ! ¡to

(2) Who atiends? Assistalt Chiefs and support staff.

-)(
(3) Action taken, with subsequent follow-up? Ø Yes ! tto

h. Are sergeants-only meetings held? EYes Øruo
v)(t'

i. What is the frequency of nonuniformed meetings? Va¡ies
,o^ \ 

t/

(1) Who schedules these meetings? Chief

(2) what is the commandeis role? To provide hformation and/or di¡ection, discuss daily activities. discuss status of projects a¡d to

sha¡e ideas.

\sl

(3) Action taken, with subsequent follow-up? EYes nruo

I6. MANAGEMENT'OF TIME

a. ls tirne spent on activities proportionate to importance?

CORRECTED

Ø Yes [] tlo

b. Commanderilieutenani/sergeants availaþle other than business hours? fZ Yes ll tlo

a, Does the commander comply with Contract lnterpretations (Cl)?

CORRECTED

Elves ! ¡io

('1 ) Does a library copy of all Cls exist? E Yes fl tto

(2) Employee groups notified prior to changing policy? E Yes E t'lo

(3) Employee contract training for nonuniformed supervisors? ØYes nruo

(4) Managers/supervisors understa nd grievance/complaint procedures? Ø ves D tto

CHP 4534 (Rev. H6) Page 3 of 3
Destroy Previous Editions c453a506.pdf



STATE OF CALIFORNI,A

DEPARTMENI OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRAT¡ON
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INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

canbeplacedontheCHp 4S4,Area ManagementEvaluationSupplement. TheSupplementshouldincludesignificantfindings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplemen{ 'an ha l'ran¡hrrrinon irrlocirorl

DATE

412/2009

TYPE OF EVALUATION

@ Formal Evaluatjon fl lnformal Evaluation 7-tç-cz
-l-=

-^--e)
"çf 

^ 
s/eq

)RRECTED

(1) Planning adequate? /'1-/¿l

lYes !ruo

(2) Organizalion adequate? I Yes ! ¡.¡o

(3) Staffing adequate? T-+"'',
-óú,-4-

4 Yes fl tlo

(4) Directingadequate? 4Yes fl ruo

(5) Controllingadequate? I Yes fl tlo

(6) Delegating adequate? Ø Yes E tlo

EVALUATÊD BY

Kathy N4arshall and Debbie Schmick

a. What functions of management were observed?

a. Current Organizational Chart? ØYes n No

(1) Lines of authority, responsibility, and training? ØYes ! No

b. How are personnel informed of commande/s absence? Through the electronic calendar, e-mail, or phone call.

(1) Alternate assigned? ØYe" ! ruo

(2) Division notifìed via comm-net? EYes Zl ruo

c. Have collateral duties been assigned to supervisors? Ø Yes n ¡¡o

(1) Officers aware of assignments and/or changes? Ø Yes ! t'¡o

d. Howwasefflciencyoftheorganizationtesied? Revie'¿'edDivisionlogforcompletionofprojects;revieweddutystatementsand

organization chaf; personal observation of processes a¡d interaction of comma¡der with subordinate employees.

e. ls there an appropriate span of control? Ø Yes ! tlo

CORRECTED

I Yes ! t'loa. Local procedure for periodic review?

(1 ) Date of last review update? 10/1/2008

b. Authority limits explained? E yes ! t¡o

c. Written job descnptions for positions? ZYes n ruo

CHP 4534 (Rev. 5-06) Page '1 of 3
Destroy Previous Editions c4 5 3a 5 06.p dl
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SIATE OF CALIFORNIA

DEPARTMEN T OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 453A (Rev. 5-06) OPI 009

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include sigñificant f ndings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen orpencil, and the Supplement can be handwritten if desired.
ryPE OF EVALUATION SLJSPENSE DATE

I Formal Evaluation ! lnformal Evaluation

FOLLOW-UP REOUIRED

! vrs Ø ¡lo a/a sieq

DATE

412/2009

CORRECTED

EVALUATED 8Y

Kathy Ìr4arshall and Debbie Schmick

a. What functions of management were observed?

(1) Planning adequate? IYes Eruo

(2) Organizalion adequaie? E Yes n ¡¡o

(3) Staffing adequate? IYes Druo

(4) Directingadequate? EjYes ! ruo

(5) Controlling adequate? ZJyes D t¡o
(6) Delegaiing adequate? p Yes E l.¡o

a. Current Organizational Chart? E yes n ¡¡o

(1) Lines of authority, responsibility, and training? [Yes ! ruo

b. How are personnel informed of commande/s absence? Through the electronjc calehdar, e-mail, or phone call.

(1) Altemate assigned? ZYes ! ruo

(2) Division notifled via comm-net? ! Yes Zl ruo

c. Have collateral duties been assigned to supervisors? @ves nruo

('1) Officers aware of assignments and/or changes? ØYes n ruo

d. How was effìciency of the organization tested? Revier¡,ed Division Ìog for completion of projects; reviewed duty statements and

organization chart; personal olrservation of processes and interaction of commander with subordinale emplo,vees.

e, Is there an appropriaie span of control? Ives !ruo
CORRECTED

Ø Yes ! ¡loa. Local procedure for periodic review?

(1) Date of last review updaie? I0l7lZ00B

b. Authority limits explained? ØYes n ruo

c. Written job descriptions for positions? ZJyes ! ro

CHP 4534 (Rev. 5-06) Page 1 oi 3
Destroy Previous Editions
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(l) Where are job descriptions kept? Electronic files

(2) Has cross training been conducted? @ves nto
CORRECTED

a. Commander's methods to disseminale and receive information? The Chief uses c_mail ancJ/or speaks directly to staff. The Chief

receives information verbally and via e-mail from the Assistant Chiefs and other emplo¡,ees. There is an open door policy.

(1) Does the commander use both formal and informal channels? Zves n ruo

(2) How does the commander inform personnel of their conlributions and/or accomplishments? Chief sha¡es appreciation with

employee's supervisor or speaks directl¡'to employee. Commendations are sometimes givenlo stafL staff commendecl at meetings.

b. Good up and down flow of informatlon within Area? P Yes ! t,¡o

(1) Commander to supervisors? @ Yes n t¡o

(2) Commander to officers through lieutenants/sergeants? E Yes n ¡lo

(3) Supervisors to commander? Ø yes n ¡lo

(4) Supervisors to officers? ZlYes ! ruo

(5) Officers to supervisors? Ø yes n ¡lo

(6) Offìcers to commander through chain of command? EYes ! ruo

(7) Between uniformed/nonuniformed employees? @ Yes fl ruo

(8) Suggestions for improvement made/tested? [] ves ! ¡¡o

c. Commander and supervisors available for counseling? Zyes nruo
(1) Commander attend briefings? Ø Yes n ¡¡o

(2) Lieutenant attend briefings?

d. ls the information system effective?

! Yes Z tJo

fl Yes n ¡¡o

(1) Are personnel aware of current projects? Ø yes ! t¡o

(2) Weekly correspondence rouied? Ø Yes fl t¡o

e. How is the commander kept Informed of daily events? Chief rcccives Comm-Nets, information e_mailed, Assist¿mt Chicfs notify

Chief, and Chief lncets with staff to learn about cvcnts.

f. Are phoios on picture board current?

a. Commander or facilitator/manager adequately prepared for meetings? Ø yes n r.,¡o

(1) Do meetings begin on time? ØYes ! ruo

(2) ls there an agenda? Ø Yes n ¡¡o

CHP 4534 (Rev l'06) Pâge 2 ol 3
Destroy Previous Editions
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b. How offen are Area meetings held? Typicaily, after'lop Managernent meetings.

(1) Who coordinates agenda? Support staff.

(2) Who takes minutes? Support staff.

(3) ls action taken, with subsequent follow-up? ZJYes ! t¡o

c. Are successive meetings held? Z] Yes fj tlo

d. Are Top Management minutes discussed? Ø Yes D t'to

(1) Does commander support departmental programs? Ø Yes ! tto

(2) Do employees understand information disseminated? E Yes ! t'lo

e. Are special interest programs planned? E Yes n r.¡o

f. Are schedules arranged for maximum attendance? @Yes ENo

(1) ls information conveyed to absent members? E Yes n ¡lo

g. What is the frequency of staff meetings? Va¡iqs with entile staff Daiiy or rveekly rvith Assistant Chiefs.

(1) Agendas distributed prior to meetings? Eyes ! No

(2) Who atiends? Assístant Chiefs a¡id support stafÏ

! Yes Ø tlo

(3) Action taken, with subsequent follow-up? E Yes fl t¡o

(1) Who schedules these meetings? Chief'

(2) What is the commander's role? To provide information and/o¡ direction, discuss daily activities, discuss status of projects a¡rd tcr

share ideas.

(3) Action taken, with subsequent follow-up? E Yes fl tlo

a. ls fime spent on activities proportionate to importance? Ø Yes D t'lo

b. Commander/lieutenanVsergeants available other than business hours? Ø Yes D t'lo

a. Does the commander comply with Contracl lnterpretations (Cl)? Ø Yes E tlo

(1) Does a library copy of all Cls exist? ElYes ! ¡lo

(2) Employee groups notifìed prior to changing policy? Ø Yes ! tlo

(3) Employee contract training for nonuniformed supervisors? p Yes D t'to

(4) Managers/supervisors understand grievance/complaint procedures? ØYes !ruo

CHP 4534 (Rev t06) Page 3 of 3
Deslroy Previous Editions
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brnrr or cALtFoRNIA
DEPARTMENT OF CALIFORNIA HIGI'ÍWAY PATROL

COMMAND INSPECTION PROG RAM

EXCEPTIONS DOCUMENT

Command:

FMS (071)
Division:
ASD

Chapter: -

,

lnspected by:

Caryn Arqenio/Rosernary Sid leY

Date:

4t112009

::::::::-::-:::-::::-::::::::::-:::::::::::::::::::-:::::-:--::::::::::::
INSTRUCTIONS: This document shall be typed. check appropriate boxes as necessary, or fill in the blanks as indicated Enter the chapter

number of the inspect¡on in tne Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified defciencies, corrective action plans, and may be used to appeal fìndings. A CHP 5'1 Memorandum may be used if

¡
!
T

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

Commander's Signature:

Due Date.

Follow-up Required.

I ves X ¡lo

s Comments Reqarding lnnovative Practices

Fiscal Management Section (FMS) worked with lnformation Technology Section and Human Resources

Section (HRS), personnel Transactions Unit (PTU) to automate and streamline departmental account

receivabìe traôking. ITS developed the Employee PayrollAdvance Recovery System (EPARS) that is

utilized by FMS añd pTU stafl to efliciently track and collect on account receivable accounts.

FMS implemented quarterly repoding on Driving Under the lnfluence cost recovery, witness fee

deposits, and invoices to enable commands to more eflectively track submission ?|d timely collection on

invoices. FMS implemented a vendor pre-payment program for arrest logs to enable vendors to order

multiple arrest logs from multiple areas without individual payments being sent to each Area office.

This comrnand inspection revealed that FMS is operating eflectÌvely with respect to Area Administration.

Job descriptions are current and reviewed annually, and cross-training within the section has been

completed. The dissemination and receipt of information a ction is

very good. A variety of resources are utiiized by the comm re made

aware of vital infcrmation pertinent to their daily operations staf'f

meetings are held, organized with an agenda, and f lllow-u ouraged

as necðssary. The cõmmander ensureé all managers and supervisors are aware of assignments within

their scope óf ¡.urpon.ibility as well as scheduled timelínes of all major projects to ensure deadlines are

met. F¡VIS managers and supervisors are knowledgeable regarding the appropriate employee

bargaining units ãnd know where to access the contracts. Management suppotts an open door policy to

resolve problems in a timely manner.

CHP 680A (Rev. 09{8) OPI 010
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Page 2

Command:

FMS (071)
Division:
ASD

Chapter:
1

lnspected bY:

Caryn Argenio/Rosemary Sidley
Date:

4t112009

Commander's Res

ndlnspectiontotakeacloserlookatthedaily
pleasedthatnocorrectiveactionswerenecessary
mpliance.Shouldanyissuesariseduringtheyear,

anner'

s Comments.

No additional comments.

CHP 680A (Rev 09-08) OPI 010
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Command:

FMS (071)
Division:
ASD

Chapter:
1

lnspected bY:

Caryn Arqenio/Rosemary SidleY
Date:

41112009

Lead lnspector's Signature:

a\ 4 \ 0Ì'
ate:

+-2 LI-r>q
Date:
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OATE

4tU2009

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Repod, the "Correction" box should be initialed and dated as deflciencies are corrected. Answer

individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, ihe information

can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include signiäcant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall lmpressions. This

form can be completed in pen orpencil, and the Supplementcan be handwritten if desired.

ryPE OF EVALUATIOI'I

fl Formal Evaluation ! lnformal Evaluation

FOLLOW-UP REOUIRED

!YES ZNo
! Correction Reporl

CORRECTED
,I, MANAGEMENT FUNCÍIONS

+/¿t /tç

EVALUATED BY

Rosemary Sidley and Caryn Algenio

pa,tl"r

a. What functions of management were observed?

(1) Planning adequate? Ø Yes ! ¡to

(2) Organizahion adequate? Ø Yes ! ¡to

(3) Staffing adequate? @Yes ENo

(4) Directíng adequate? ØYes nNo

(5) Controlling adequate? Ø ves I t¡o

(6) Delegating adequate? ØYes INo

a. Current Organizational Chart?

CORRECTED

ØYes nruo

(1) Lines of authority, responsibility, and training? ØYes !ruo

b. How are personnel informed of commandeis absence? Via e-mail to all staff and Division.

(1) Alternate assigned? Elves E tto

(2) Division notified via comm-net? EYes nruo

c. Have collaieral duties been assigned to supervisors? M Yes ! t'lo

(1) Offìcers aware of assignments and/or changes? P/ l1 n Yes D ¡.lo

d. How was effìciency of the organization tested? Completion of Year End Plan. Proper chain of comma¡d ref iew and approval was

demonstrated as well as the dissemination of timelines to cornplete the projects.

e. ls there an appropriate span of control? ØYes n ruo

;¡: JOB DESCRIPTIONS

a. Local procedure for periodic review?

CORRECTED

ØYes ! ruo

(1) Date of last review update? Arinually. in Octobel'. Also rcvicwcd and updatcd llhcn a vacancy oocllrs'

b. Authority limits explained? ØYes n no

c. Written job descriptions for positions? Ø Yes D t'to

CHP 4534 (Rev HE) Page 1 of 3
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(1) Wherearejobdescriptionskept? Inthesection'sfìlesb¡'theclel'ical supportstafl,asr'vell aselectroniccoptes'

(2) Has cross training been conducted? Ø Yes fl no

CORRECTED

4. COMMUNICATIONS

commande/s methods to disseminate and receive information? Departmc-:ntal Comm-Net messagcs, staff mer:tings, section bullctin

boards, tluough manager/supewisor meetings with staff'

fl Yes E tlo
('1 ) Does the commander use both formal and informal channels?

(2) How does the commander inform personnel of their contributions and/or accomplishments? In person by personally thanking them;

through e-mail so copies car be made and placed jn fielcl folders: perfotmance ei'alualions; commendable Form 2s'

ØYes Druo
b. Good up and down flow of information within Area?

Ives DNo
(1) Commander to suPervisors?

I Yes I tlo
(2) Commander to officers through lieutenants/sergeants? lJ I n

EYes nuo
(3) Supervisors to commandeil

I ves E tlo
(4) Supervisors to officers? u/tA

E ves ! tlo
(5) OffÌcers to suPervisors? fJ /û

! Yes n ¡lo
(6) Offìcers to commander through chain of command? D/t4

n Yes D tlo
(7) Between uniformed/nonuniformed employees? Ð/t+

ElYes ! ruo
(8) Suggestions for improvement madeitested?

ElYes ! t'lo
c. Commander and supervisors available for counseling?

E Yes fl t'lo
(1) Commander attend briefìngs?

E Yes ! t'to
(2) Lieutenant attend briefings? le /fr

Øves ENo
d. ls the information system effective?

ØYes ! No
('1 ) Are personnel aware of cunent projects?

Ø Yes ! tto
(2) WeeklY corresPondence routed?

e. How is the commander kept informed of daily events? Departmental Comm-Nets' access to news clips via the computer' e-mails

Ø Yes nruo
f. Are phoios on picture board current?

5; AREA.AND,STAFF MEET¡NGS

CORRECTED

Ø Yes Druo
a. Commander or facilitator/manager adequately prepared for meetings?

Ø Yes E t'¡o
(1) Do meetings begin on time?

! tto
(2) ls theie an agenda?

CHP 4534 (Rev. 5-06) Page 2ol 3
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b. How often are Area meetings held? Ever¡' othet'rnolth, tulless need dictates sooner'

(1) Who coordinates agenda? FMS Commander

(2) Who takes minutes? No minutes are taken.

@ Yes Druo(3) ls action taken, with subsequent follow-up?

c. Aie successive meetings held? I ves I t'¡o

[Z Yes E ttod. Are Top Management minutes discussed?

(1) Does commander support departmental programs? Ø Yes !ruo

(2) Do employees understand information disseminated? E Yes ! tto

e. Are special interest programs planned? @ Yes ! t'lo

f. Are schedules arranged for maximum attendance? Ø Yes nuo

(1) ls information conveyed to absent members? E Yes ! t'to

g. Whatisthefrequencyofstaffmeetings? Everyothermonth,unlessneecjdictaiessooner'

(1) Agendas distributed prior to meetings? E Yes n ¡¡o

(2) Who attends? All staff. Meetings are scheduled so the majority of stalT caD attend. Manager/supervisor meetings occu¡ a1 the

same frequenc¡,, and prior to the section staffmeetings.

(3) Action taken, with subsequent follow-up? Ø Yes n ¡¡o

n Yes !ruoh. Are sergeants-only meetings held?

i. What is the frequency of nonuniformed meetings? Ever¡' other month, unless nced dictates sooner'

(1) Who schedules these meetings? FMS Commander

(2) What is the commander,s role? To facilitate the meeting, answer questions, and create the ageuda'

(3) Action taken, with subsequent follow-up? Ø Yes fltto

MANAGEMENf'OF TIME

a. ls tirne spent on activities proportionate to importance?

CORRECTED

Ø Yes Eruo

b. commander/lieutenanusergeants available cther than business hcurs? fl ves fl trln

COLLECTIVE BARGAINING

a. Does the commander comply with Contract lnterpretations (Cl)?

CORRECTED

p Yes fl¡lo

(1) Does a library copy of all Cls exist? Ø Yes nno

(2) Employee groups notifìed prior to changing policy? E Yes nruo

(3) Employee contract training for nonuniformed supervisors? E Yes E tto

(4) Ma nagers/s upervisors understand grievance/complaint procedures? ! tto

CHP 4534 (Rev. H6) Page 3 ol3
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additional space is

Command:

FOS (074)
Divis on
ASD

Chapter:
1

lnspected by:

R. Sidlev/D. Schmick
Date:

4t712009

:::::::::-:::::-::::-::--::-:--::::::-:::::-::- :::::::-
INSTRUCTIONS: This document shall be typed check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under"Forward to:" enterthe next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative praciices, suggestions for statewide

improvement, identified defciencies, corrective action plans, and may be used to appeal findings. A cHP 5'1 Memorandum may be used if

I Corrective Action Plan lncluded

! Appeal lncluded

! Attachments lncluded

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

Commander's Sig natu re:
Follow-up Required:

E Yes X t¡o

lnspector's Comments

Fleet Operations Section (FOS) purchases and equips motor vehicles for the Department. ln'order to

ensure it.'u f,ighu.t quality and 6est equipped vehicles are available within the shorlest timeframe, FOS

provides cros;-traini'ng to staff working the equipping line. Staff are rotated on a regular basis among

ihu t"n worldequippin! stations on thJ line; and they are continuously cross-trained to ensure the

production does not slffer if employees are out of the office due to sick leave, vacation, furloughs' etc'

This command inspection revealed that FOS is very effective with respect to area administration. The

section organization chart is current and the job descriptions are reviewed annually as well as when

vacancies are filled. Section staff are thoroughly a r,re of their duties andresponsibilities. There is

excellent communication among the FOS commander and staff. The commander informall;r visits with

ernployees and conducts regulãr staff meetings with all of the at the Torrance

tacitity. Although there ¡s no formal agenda for the stafl meeti eetings are taken,

and action items are followed up on. bue to the nature of the e Automotive

Technicians in this section, theie is a great amount of attentio ing the staff and on

occupational safety issues. ln an effort to meet deadlines, the commander ensures that all managers

and supervisors aie aware of assignments that are within their scope of responsibility as well as the

scheduled timeframes of all major projects. The commander and unit managers/supervisors are

knowledgeable regarding the bårgaining unit contracts. Management supports an open door policy to

resolve problems in a timely manner'

CHP 680A (Rev 09-OB) OPI 010
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Commander's ResPonse:

Fleet operations section has reviewed the documents and concur with the inspector's comments and

findings.

s Comments:

No further comments.
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Chapter:
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Lead lnspector's Signature:

ö.-rt 4 . ) - 0t
Date:

tf-a 4 -^)q
nespon¿¡ng Gommander's Signature (fòr appeal): Date:
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DATE

41712009
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TNSTRUCTTONS: tndicate items review"o oy pl""-rg 
" "n""n 

t tn" 'ru"l'J"o oox i""'lîj;,î"1":ll:""r::fi:;Jr:ii:i:ìl)'i[i:Jiï: J::J:ï:iiäiï]'i::ä""l'5;i.;Y;"1'n"ìio t,llt'.1':0,,'11i,*'",1'"1":::l':î:i:?:::ï,",i"il:ff:I;fi !',ïiffil i*t"lr.,ïi[i:*Ji,:Jiliiï il"rî;;ï;,fti;åt"o rr additionar comments are necessary, the inrormation

- ^.^¡ Tk^ er rnnlomenl chnulr^i include siqnificant findings'
åiîH':::i:i','1"åi;%;i,Hil:::,i,l.* iätri;l:fï¡'":*j:":"ïffJ:ï::1,:X:l¡,Ji:'åiï;'ål:'ü'.1Til:'
:::,ffJffå1;å'J:ii5"ff"* iiåililii;ï:ì''+ ill;r::: -rrj:.'^,'x 1î111."":""''ator's 

overarr impressions rhis

pãnJii,;;J th" êrppr"rnént can be handwritten ir desired'

Rosemary Sidley and Debbie Schmick

form can be comPleted ¡n Pen ol

T'fPE OF EVALUATION

- r---^r -.,^t,,^+;^ñ f l lnfnl

pencll, allu Ll

mal Evaluation

SUSPENSE DAIE

llj r uil¡ru'

FOLLOW-UP REOUIRED

¡YES ø NO

f] Correction RePort

DVur &îÑp--- lncrtoruneoutneo

Yes l*u

a. What functions of management were observed?

Ø Yes fl¡lo
(1) Planning adequate?

[Z Yes nNo
(2) Organization adequate?

Ø Yes n ¡¡o

(3) Staffing adequate?
Ø Yes I t'¡o

(4) Directing adequate?
Ø Yes !No

(5) Controllingadequate?
[Yes E No

(6) Delegatingadequate? CORRECTED

ElYes n ¡¡o

Cunent Organizational Chart?

Ø Yes ENo
('1) Lines of authority, responsibility, and training?

E-mailb. How are personnel informed of commandeis absence?

Ø Yes nNo
(1) Alternate assigned?

Ø Yes E tlo
(2) Division noiifìed via comm-net?

E Yes !No
c. Have collateral duties been assìgned to supervisors?

n Yes nNo
(1) Offìcers aware of assìgnments andior change'? A / n

d. How was effìciency of the organization tested? Reports are processed tt,Iough the chain of command, as appropriate' Folders with

Ñforsign-offandtrackingpurposes'Walk-1hLroughofthefacility
Ø Yes E tlo

e. ls there an appropriate span of control?
CORRECTÊD

Ø Yes E t'lo

a. Local procedure for periodic review'?

Reviewed armuali¡' and rvhen deemed necessary due to changes i¡ dutics
(1) Date of last review uPdate?

Ø Yes ENo
b. AuihoritY limits exPlained?

! t'to

cHP 4534 (Rev.5-06) Pâge 1 ol 3
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Electronic and hard copies ofjob descriptions are maintained at the Administrative Assistant's
(1) Where are job descriptions kept?

desk.
Ø Yes

monthly staff meetings. Also. meetings are held evefy tlvo months with empioyees at the Tor¡ance facility

@ Yes fl t'lo

(1) Does the commander use both formal and informal channels?

(2) How does the commander inform personnel of their contributions and/or accomplishments? verbally to the employee a¡id/or to the

employee's suPervisor.

Ø Yes D r.¡o

b. Good up and down flow of information within Area?

@ Yes E ¡¡o

(1) Commander to suPervisors?

! Yes flt¡o
(2) Commanderto offìcers through lieutenantsisergeants?

E Yes ENo
(3) Supervisors to commander?

E Yes ENo
(4) Supervisors to officers?

flYes flNo
(5) Offlcers to suPervisors?

flYes flNo
(6) Offìcers to commander through chain of command?

Ø Yes nNo
(7) Between uniformed/nonuniformed employees?

ElYes n r.¡o

(8) Suggestions for improvement made/tested?

Ø Yes n ¡¡o

c. Commander and supervisors available for counseling?

Ø Yes E t'¡o

(1) Commander attend Þriefìngs?

E Yes lNo
(2) Lieutenant attend briefings?

Ø Yes nNo
d. ls the information system effective?

Ø Yes nto
(1) Are personnel aware of cunent projects?

Ø ves nNo
(2) WeeklY corresPondence routed?

e. How is the commander kept informed of daily events? By c-mail or direct contact with thc program managcrs'

[Z Yes E tlo
f. Are phoios on picture board current?

CORRECTED

E Yes ENo
a. commander or facilitatorimanager adequaiely prepared for meetings?

Ø Yes

Ø tto

nto
(1) Do meetings begin on time?

(2) ls there an agenda?

CHP 4534 (Rêv il6) Psge 2 of 3



. a oa 
"or,ao*r^¿PARTMEN f OF CALIFORNIA HIGHWAY PATROL

ÁHËA üäÑa oÈne¡lr EVALUATIoN

AREA ADMINISTRATION
CHP 4534 (Rev. 5-06) OPI 009

b. How offen are Area meetings held? Monthly

t.l-wno*ø**ænou'Ther.cisnoformalagendapleparedfor'themectttlgs'

(2) Who takes minutes? Program Manager
ØYes n No

þ¡ ts actlon taken, with subsequent follow-up?
Ø Yes fl No

c. Are successive meetings held?
El Yes D ruo

d. Are Top Management minutes discussed? pves n No

(1) Does commander support departmental programs?

ElYes n No

Itl oo employees undersiand information disseminated?

n Yes Ø t'lo

e. Are special interest programs planned?
ØYes lNo

f. Are schedules arranged for maxìmum attendance?
I Yes n ¡lo

(1 ) ls information conveyed io absent members?
\ r,/ ra rr rrv¡ rrr*''- --

g. Whatisthefrequencyofstafftu"r,nn., Mo"thlr' L'udditio"'--'----- d"u"ryttuotonút'*ith*tuffutthtlo-T^n""111i

! Yes El t'lo

(1) Agendasdistributedpriortomeetinør? 8e{-¿ +2. f o- (,1)

(2) Who attends? A,ll stalf - 60 employees'

Ø Yes nNo
(3) Action taken, wiih subsequent follow-up?

[] Yes [ ¡¡o

h. Are sergeants-only meetings held?

't ^n^-+1"1'¡ 
Fveru two months for Tor¡a¡ice employees'

i. What is the frequency of nonuniform"d -t"tinst? Moffiy Eu"ty @

f a \ \^/hñ seheclules these meetings? Commander

vides information and answers questions'

ØYes ENo
Action taken, with subsequent follow-up?

CORRECTED

E Yes fl No

ls time spent on activities proportionate io importance?

ØYes E No

CORRECTED

Ø Yes nNo
(1) Does a library copy of all Cls exist?

ElYes ENo

þ¡ etptoy." groups notified prior to changinq policy?

fl Yes ENo
(3) Employee contract iraining for nonuniformed supervisors?

ENo

CHP 4534 (Rev. il6) Pagê 3 ol3
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Command:

BSS (076)
Div¡s¡on:
ASD

Chapter:
1

lnspected bY;

Kathv Marshall and Julie Madin
Date:

4t7 t2009

:::::::: :::-::::::::::_::::::::::::=::::::::::::-::::::-::::::
INSTRUCTIoNS: Thìs document shall be typed. check appropriate boxes as necessary, or fìll in the blanks as indicated Enter the chapter

numberoftheinspectioninthechapterlnspectionnumber. Under"Forwardto:"enterthenextlevel ofcommandwherethedocument

shall be routed to and its due date This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A cHP 51 Memorandum may be used if

The Business Services Section (BSS) commander sometimes allocates assignments that will help prepare staff

for upward mobil¡ty opporlunitier, rrir' as bill analysis or special writ¡ng asslgnments. The commander plans to

introduce discussions about the ôtrategic Plan goáls and objectives at quarterly__staff meetings so staff

understand how imporlant their work isto overall departmental efficiency and effectiveness'

BSS employees are located at different work sites (buildings); therefore, the commander has staff meetings at all

of the diflerent locations so employees do not always havã to leave their work sites for meetings. AIso, this gives

the BSS employees an opportunìty to visit their co-workers' offices.

No suggestions for statewide improvement were provided'

BSS is a nonuniformed command; therefore, several questions on the CHP 4534 related to uniformed employees

were not applicable to this section. This command inspection determined that the overall area administration of

BSS is very good. Stafl rely heavily on the project Log to ensure accountabllity and timely completion of projects'

The commander communicates well with the employeés, both verbally and through e-mail, and maintains an open

door policy, There are regular staff meetings where information is communicated to the staff and staff have the

"Oility 
to as¡ questions or provide input. Thìe assignment of alternate commander is rotated among the

m"nág"r.. Atiempts are made to resolve issues at the lowest possible level'

This command inspection noted two areas of concern: 1) Most job descriptions are normally reviewed when there

is a vacancy. while most were updated in August 2oo7 or later, a few had not been updated since February

2004,2)When a clerical employee is absent, [he remaining clerical staff answerthetelephones. However, there

is no cross-training of the clerical employees. lt is recommended that all job descriptions be reviewed and

updated, and thit a process be implemented whereby all of the job descriptions are periodically

reviewed for appropriutun"rr. Additionally, all clerical staff should be cross-trained so one can perform

the duties of another as necessary.

CHP 6804 (Rev 09-08) OPI 010
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Commander's Response:

Areas of concern: ,. ^ ^r at the time of
(1) Review of job descriptions - As st

vacancy. Due to the specialty of t re speciflc ¡n

nature and do not change' The in I review' Even

though the command hãs not had . ,, , a.. -1^1^".^^{ 
the inspector's

recommendation and will incorporate a review of all duty statements' Please provide an

acceptable time frame for periodical review'

(2) Cross-trainingof clerical 
"rpiov""r-Àsstated, 

Bssclerical staflareonlycross-trainedonthe

general clerical supporl duties éuch as answering phones, assisting visitors, routing and copying

documenis, mail pick-up and distribution, etc. DIe to the specialty of the units within BSS' the

ability to cråsstrain clerical staff on duties over and above general clerical supporl duties listed

above is not an effective or eflicient use of resources. Many of the clerical staff are trained on

software programs unique io their units and many of these programs have ricensing issues which

does not allow unlimited users. ln addition, due io the infrequency of use, the clerical staff would

have no pro¡ciency with regard to these duties. The filing systems are also unique' The BSS

has had issues in the past with misfiled documents. Adding additional stafl to filing would most

likely exacerbate the situation instead of easing it. At this time, BSS respectlully disagrees with

the cross-training of çlerical stafl over and above the current duties. NorE: The cHP is a pilot

agency for a new eprocurement system when that system is fully functional, there will not be a

user issue 
-gss 

plans to irain all ihree office technicians to use this system' This system

replaces two of the current unit specific software programs (ACS and Dr' E)'

lnspector's Comments.

(1)

(2)

and then on a YearlY basis

thereafter, either altogether, or individually to coincide with the employee's pedormance

appraisal.
No further action is required concerning the cross-training of the clerical employees' The

commander has eraborated on the curient cross-training of these emproyees, which appears

surficient and wiil be enhanced when the eprocuremenf system is op.erationar. Also, there are

extenuating circumstances in this command that would rãt " 
extenslve cross-training ineffectual'

A, duty statements with a Jury 1, 2008, or earrier review date, will be reviewed/updated by July 1 , 2009

(combining any annual reviews in the process)' Thereafter, they will be reviewed at the time of each

employee's annual evaluation'

cHP 6804 (Rev 09-08) OPI 010
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DATE

417 /2009

INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated'' boxandiorthe"ActionRequired"box- lfthís

form is used as a Correction Report, the "Correction" box should be initialed and dated as deflciencìes are corrected. Answer

individual items with ''yes" or "no" answers, orfìll in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHp 454, Area Management Evaluation Supplement. The Supplement should include significant flndings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

BSS (076)

I Formal Evaluation ! lnformal Evaluation

SUSPENSE DATE

FOLLOW.UP REQUIRED

Øvrs ! No

! Correctlon Report

BY

N,lI¡ANDER'S REVIEW

aLl
d^

DATE

4 ¿4, o9
EVALUATED

Yes

ACTION REQLJIRED

No

CORRECTED

a, What functions of management were observed?

(1) Planning adequate? fi ves nruo

(2) Organization adequate? Ø Yes n ¡¡o

(3) Staffing adequate? IYes nNo

(4) Directing adequate? fives D No

(5) Controlling adequate? E Yes E t'to

(6) Delegating adequate?

Current Organizational Chart?

Ø Yes nruo
CORRECfED

ZlYes ! No

(1 ) Lines of authority, responsibility, and training? Ø Yes D t'¡o

b. How are personnel informed of commande/s absence? E-mail, phone call or voice mail.

(1) Alternate assigned? ØYes n No

(2) Division notified via comm-net? Ø Yes nruo

c. Have collateral duties been assìgned to supervisors? E Yes n ¡lo

(1) Offìcers aware of assignments and/or changes? IV I n n Yes n ¡¡o

d. How was effìciency of the organization tested? Managers often build a detailed q'ork pian for assignments and incLude the

inforn¿tion on the project Log. The project Log was reviewed a¡rd the projects are on track for completion by the due dates.

e. ls there an appropriate span of control? ØYes nruo
CORRECTED

E Yes Z tloa. Local procedure for periodic review?

(1) Date of last review uPdate? Most were ¡eviewed in August 2007 or later. updated as positions vacate.

b. Authority limits exPlained? Z Yes E tlo

c. Written job descriptions for positions? E Yes ! ¡lo

CHP 4534 (Rev Q6) Page 1 of 3
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(1) Where are job descriptions kept? In binders near the commander's ofhce. Job descriptions for all BSS emplovees were reviewed.

Most were updated in Augr.rst 2007 or later, but a few were daIed20Q4 and 2006.

(2) Has cross training been conducted? p éx è:tzl C-ç+mn

a. Commander,s methods to disseminale and receive information? E-mail groups are uscd frequently to disseminate information, as well

as through informal and formal meetings.

(1) Does the commander use both formal and informal channels? E Yes ! t¡o

(2) How does the commander inform personnel of their contributions and/or accomplishments? In meetings, verbally directly to the

employee, and through a¡nouncements at informal events, such as potlucks. Congratulatory documents are placed in field folders.

b. Good up and down flow of information within Area? E]Yes ! No

(1) Commander to supervisors? @ ves I ¡to

(2) Commanderto officers through lieutenants/sergeants? ! Yes n ¡lo

(3) Supervisors to commander? Ø Yes ! ¡¡o

(4) Supervisors to officers? n Yes E t¡o

(5) Offìcers to supervisors? D Yes n ¡¡o

(6) Officers to commander through chain of command? fl Yes ! t¡o

(7) Between uniformed/nonuniformed employees? !Yes ! Ho

(8) Suggestions for improvement made/tested? Ø Yes ! t¡o

c. Commander and supervisors available for counseling? Ø Yes ! ¡.lo

(1) Commander attend briefings? Ø Yes ! tto

(2) Lieutenant attend briefings? flves ! No

d. ls the information system effective? @ Yes fl tto

('l ) Are personnel aware of current projecls? E Yes ! ¡¡o

(2) Weekly correspondence routed? Ø ves n ¡¡o

e. How is the commander kept informed of daily events? Thc Chief ancl Staff Serviccs Manager IIs are the main information pipeline for

the commander. Thc comrnatrder receives information verbally and via e-mail.

f. Are photos on picture board current? Ø Yes I ¡lo

a. Commander or facilitatorimanager adequately prepared for meetings? Ø Yes ! ¡¡o

(1) Do meetings begin on time? E] Yes E t'lo

(2) ls there an agenda? [] Yes n ¡lo

CHP 4534 (Rev 5-06) Page 2 of 3
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b. How often are Area meetings held? Quarterty for all staff; bimonthly for supervisors and managers'

(1) Who coordinates agenda? Scction Administative Assistant

(2) Who takes minutes? Not done arymore. However, action items are added to the project log and supervisors brief absentees'

ØYes fl ruo
(3) ls action taken, with subsequent follow-up?

ØYes ! No
c. Are successive meetings held?

Ø Yes fl t'lo
d. Are Top Management minutes discussed?

Ø Yes D ¡lo
('1 ) Does commander support departmental programs?

IYes n No(2) Do employees understand information disseminaied?

[]Yes n ruo
e. Are special interest programs planned?

p Yes E tlof. Are schedules arranged for maximum attendance?

Ø Yes E tlo
('1 ) ls information conveyed to absent members?

g. What is the frequency of staff meetings? Quarterly for all staff; bimonthly for supervisors and managers'

ElYes nruo(1) Agendas distribuied prior to meetings?

(2) Who attends? Quarterly meetings - all employees; bimonthly neetings - commander, ma¡agels' supervlsors'

Ø Yes !No(3) Action taken, with subsequent follow-up?

n Yes Eruo
h. Are sergeants+nly meetings held? ¡1 I ft
i. What is the frequency of nonuniformed meetings? Quarterly for ail staff; bimonttrly for supervisors and malagers'

(1) Who schedules these meetings? Section Adminístative Assistant

(2) what is the commandeis role? Quarterly: starts meeting, has question and a¡swer session regarding inportant topics' discusses

safety inforrnation. Supervisor/manager meetings: Leads meeting, plesents items of importarice from Division or Top Management

dir.urr", *tion items, and chairs a round table of infor¡nation sharing'

ØYes D No
(3) Action taken, with subsequent follow-up?

CORRECTEO

flYes E No
ls time spent on activities proportionate to importance?

Commander/lieutenanL/sergeants a"'ailable other than busin'ess hours? ElYes fl t'lo

CORRECTED

a. Does the commander comply with Contract lnterpretations (Cl)?

Ø Yes ! tlo
('1) Does a library copy of all Cls exist?

ElYes ! tto
(2) Employee groups notified prior to changing policy?

(3) Employee contract training for nonuniformed supervisors? E Yes nruo

(4)Managers/supervisorsunderstandgrievance/complaintprocedures?
E t'¡o

CHP 4534 (Rêv. il6) Page 3 of 3
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INSTRUCTIONS: Indicate items reviewed by placing a checkin the "Evaluated" box and/orthe "Action Required" box. If this

form is used as a Correction Report, the "Correction" box should be initialed and dated as defìciencies are corrected. Answer

individual items wlth "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHp 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions- This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

DATE

4/8/2009

fYPE OF EVALUATION

@ Formal Evaluation

SUSPENSE DATE

! lnformal Evaluation

FOLLOW-UP REQUIRED

llves ZNo

ìt, :lvtAt'lAcrtvtENT FUN CTIONS

EVALUATED BY

Sandla Bradley and Julie Martin

! Correction Report

BY

a. What functions of management were observed?

(1) Planning adequate? lZ Yes ! No

(2) Organization adequate? Ø Yes E t'lo

(3) Staflìng adequale? Ø Yes E tlo

(4) Directingadequate? Ø Yes I t¡o

(5) Controlling adequate? Øyes D ruo

(6) Delegatingadequate? I ves I t'lo

CORRECTED

I ves E ¡toa. Current Organizaiional Chart?

(1) Lines of authority, responsibility, and training? ØYes n ruo

b. How are personnel informed of commander's absence? Verbally or through e-mail. Also noted on electronic calendar.

(1 ) Alternate assigned? Ø yes n r.lo

(2) Division notifìed via comm-net? Ø Yes ! t'to

c. Have collateral dulies been assigned to supervisors? ZYes nruo

n Yes nruo(1 ) Offìcers aware of assignments and/or changes? ü / 14

mentor. 'l'he Adrninislrative Ässistant maintains proj ect log, follows up wilh staff for progress, and updates iog accordingly

d. Howwaseffìciencyoftheorganizationtested? Reviewofprojectlog,duþ,statements,organizationchart. Newhi¡esareassigneda

e. ls there an appropriate span of control? Ø Yes fl tto

3, JOE.DESCRIPTIONS

a. Local procedure for periodic review?

CORRECTED

Ø Yes E tlo

(1) Dateoflastreviewupdate? Normall.vrevier.vedatthctimeofrefill,butalsoupdatedwhenchangestodutiesoccur

b. Authority limits explained? ØYes n no

c. Written job descriptions for positions? ØYes D No

CHP 4534 (Rev il6) Page 1 of 3
Desiroy Previous Editions c453a506 pdf



STATE OF CALlFORl.llA

DEPART¡i1ENT OF CAL|FORl.llA HIGHWAY PATROL

AREA MANAGE MENT EVALUATION
AREA ADMINISTRATION
CHP 4534 (Rev 5-06) OPI 009

(1) Where are job descriptions kept? ln thc l-{RS electronic fìJe dilcctot'y as r¡,cll as in a binclcr ftgpt in thc conrtlatrder''s ofTce ,

(2) Has cross training been conducted?
CORRECTED

stand-up meetìngs and stalïnreetings. Additionally. thc coml¡ander has an open door policy

(1) Does the commander use both formal and informal channels? I Yes ! tto

E ves nruo
ACTIOI'I REOUIRED

a. Commander,smethodstodisseminaieandreceiveinformation?'lll.oughr,crLral co¡rmunicaLìons,c-mails,dnringcotnmandcr'sdaily

(2) Howdoesthecommanderinformpersonnel oftheircontributionsand/oraccomplishments? VcrbalJl'totheen.rpltl¡-ce a¡d/tlr

emplovee's supervisor and through e-nail.

b. Good up and down flow of information within Area? @ Yes nruo

Ø Yes flNo(1) Commander to suPervlsors?

(2) Commander to officers through lieutenants/sergeanfs? lJf û E Yes ! l.lo

I Yes flro(3) Supervisors to commander?

(4) Supervisors to officers?

D Yes ! t¡o(5) Otficers to supervisors? tÐ /14

(6) Offìcers to commander through chain of command? Ð/ 14 ! ves !No

(7) Between uniformed/nonuniformed employees? p /14
D Yes ! t¡o

(8) Suggestions for improvement made/tested? Ø Yes !No

c. Commander and supervisors available for counseling? ElYes nruo

E Yes nruo(1) Commander attend briefìngs?

(2) Lieutenant attend briefings? iO/ m D Yes nNo

d. ls the information system effective? M Yes ! tto

(1 ) Are personnel aware of current projects? Ø Yes ! tto

(2) Weekly corresPondence routed? @ Yes nNo

e. How is the commander kept informed of daily evenis? 'fhrough c-mails ancl Comrn-Nets. velball,v at the dail;' stand-up meeting witb

managels ancJ supen'isots rvhet-e collccflls atld ìssuos arc discr-lsscd'

f. Are photos on picture board current? E Yes E ¡lo

a. Commander or facilitator/manager adequately prepared for meetings?

CORRECTED

[] ves E t'lo

I ves fl¡to(1) Do meetings begin on time?

nNo(2) ls there an agenda?

CHP 453A (Rev $06) Page 2 of 3
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b. How often are Area meetings held? Dail¡'stand-up ìlleetinq lìtl ntanage|s/sllpeÌvis()rs. Linit nreetings c)cctlr about ol'ìce a nlol'ìth

(1) Who coordinates agenda? Administl'zitive Assistanl

(2) Who takes minutes? OfÏr:c Tcchnician o| Adl¡inistratiVc Assìstant

(3) ls action taken, with subsequent follow-up? lZ ves ENo

c Are successive meetings held? @ ves !No

d. Are Top Management minutes discussed? Ø Yes n ¡lo

(1) Does commander supporl deparlmental programs? E Yes !No

(2) Do employees understand information disseminated? Ø Yes fl ruo

e. Are special interest programs planned? Ø Yes !ruo

f. Are schedules arranged for maximum attendance? @ ves Dt'lo

('1 ) ls information conveyed tô absent members? Ø Yes ! tlo

g. What is the frequency of staff meetings? Dail¡, for nanagers/supen,ísols. Ät least once a rronth .lor other section enployees

(1) Agendas disiributed prior to meetings? @Yes !No

(2) Whoattends? ¡\ll FIIìsstafl.al.einclurledinrreerings.butthe-vnorrnallyartendtheirappropriaieunittteelitrg-i.e..'lrarrsactiotrs.

Classifi cation and lliring- Examinations, Clet'ical- c:tc.

(3) Action taken, with subsequent follow-up? Ø Yes []ruo

h. Are sergeants-only meetings |reld? P I t1 n Yes nruo

i What is the frequency of nonuniformed meetlngs? Varies but 11'picall¡' otrce ¿r uonth.

(1) Who schedules these meetings? tinii nranagers.

(2) What is the commander,s role? cornmanclel is made ar''¿re olthe meetings and tries to atlend as many as possible to plovitle

infomation to stafl ald/ol arswer questions posed by the staiT'

(3) Action taken, with subsequent follow-up? p ves nNo

a. ls time spent on activities proportionate to importance? Ø Yes nruo

b. commander/lieuienanusergeants available other than business hours? I ves nruo

7. :COI.I-EC-TIVE BARGAININ G

a Does the commander comply with Contract lnterpretations (Cl)? [] Yes ENo

('1 ) Does a library copy of aìl Cls exist?
pves flNo

(2) Employee groups notified prior to changing policy? I Yes ENo

(3) Employee contract training for nonuniformed supervisors? ØYes DNo

(4) lt/ana gers/supervisors understand grievance/complaint proced ures? []No

CHP 4534 (Rev 5-06) Page 3 of 3
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Command:

HRS (077)
Division:
ASD

Chapter:
1

lnspected bY:

Sandra BradleY and Julie Martin
Date:

4t812009

:::::::::::::--'::::::::: :_:::::::::::::::::::::::::=::::::::::::_::::::::
INSTRUCTIONS: This document shall be typed check appropriate boxes as necessary, orfill in the blanks as indicated. Enterthe chapter

number of the inspection in the chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shalì be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal lndings. A cHP 51 Memorandum may be used if

addilional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

I Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

E Yes X ¡lo

Forward to:

Due Date: 1*4

lJate:

Dq )z,vl,r\

lnspector's Comments Regarding lnnovative Practice

The Human Resources Section (HRS) commander has a brief stand-up meeting every morning with all

section managers. as well as the section administrative assistant and secretary.

Stand,up meetings - Brief stand-up meetings, approximately 15 minutes in length, arc a good means to

connect with employees. lf they occur regularly, it gives employees a means to interact with their co-

workers and with their commander or sup;rvisor to discuss items of importance that have recently

occurred or that are anticipated to occur. This keeps employees updated on information relevant to their

command and provides the opporlunity for them to be involved in the processes.

This command inspection revealed that overall, the area administration of HRS is very good. Job

descriptions and the organizalion chart were recently rev an effort to determine if

the section employees är" u*ur" of their responsibil¡ties, e contacted and asked

to provide a brief áxplanation of their job duties. The responses r( y matched their written

job descriptions. The section stafl rely heavily on a sect¡on project log that shows due dates to Division

and the Assistant Commissioner, Staff's office; this ensures thai projects stay on track and are
)mmunication among the staff and the commander

ich are held regularly for all section staff With the

ervices Division, the picture board has become
ture board will noi be mainiained'
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
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Command:

HRS (077)
Drvls on

ASD
Chapter:
1

lnspected by:

Sandra Bradlev and Julie Martin
Date:

41812009

ln a furlher efloft to ensure ernployees are aware of their duties, managers will be reviewlng their duty

statements with them during their annual performance evaluation meeting. Employees will also be

provided a copy of their duty statement annually'

No further comments.
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Chapter:
1

lnspected by:
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Lead lnspector's Signature:

,,-\ /-t 4 1 ,l|t

Date:

L+ -2 F-n q
Date:'
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Business, Transportation and Flousing Agency
State of California

Memorandum

Date:

To:

From:

File No.:

Subj ect:

The foliowing information is provid.ed in reference to the Command hrspection Program'

Exc epti ons D o cument, c onc emln g Area Admini stration'

Inspector's Findings:

Management Functions:

whrle Facilities s process of completilg lltiolt -pt:r::l1and 
has some

rong range goals i iirsp"ction,,"u.ur"d, that there are no real accountability

illeasures utíiized Le completio" of th" projects' The section does not use a project

tracking log, but does keep track of due dates to the Assistant comrnissioner' Staff' by

monitoring that office,s 1og. Howe,r"r, ,h"r" are no section due dates applied to projects and no

checklists, status boar.ds or-other t u"r.irrf ryrtem is utilized. It is recommended that Facilities

Section develop and maintain a'. autom^í"ã pro¡""t h'acking sVst9.*' such as a facilities

rnaintenanc" OutuUur. frogru-, that all sectiãn ãmployees can''úlhze to keep track of their

projects and ensure tn[y ítemáeting the goals/ti*ãtubltt set up for the projects'

Facilities Sectio' shouldreview the duties and respo'sibilities of the clencal staff' The section

eitlrer d.oes not tútrtzetheir existi'g clericar staff effectively o' does not have adequate clerical

staffing. The section analysts, wiro are often out of the office at various field commands' spend

anirrotditI4II4IJDLD'equir.eirprojects.Tlresection
does not h lnak cult to locate historical

files and analys projects' Clerical staff

could be utilized to take some of this burden off of the analysts, making the analysts' use

of tirne mote effective.

Lpnl20,2009

Facilities Section

DEPARTMENT OF CAIIFORNIA HIGI{WAY PATROL

Administrative Seruices Division

70.4s031

COMMAND INSPECTION - AREA ADMIN]STRATION

CHP 51WP (Rev- '11-86) oPI 076
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Facilities Section

Page2
Apn|20,2009

Organtzafiot't'.

Toinrprovetheefficiencyoftlresection,asectiontr.aclcingsystemslrouldbeutilizedtocontrol
the proj ects and clerical staff shouid ar,r"iop and maintai" u nnttg systen that would assist tire

s ectìon-' s conrrnander, rn anagers and analysts'

The section's curent otganizatron chart was reviewed and adequately displays.the lines of

autlrority und r.rponr*int Section sÏaff atealways awate of the co'''ander's whereabouts

through the or. of a sign-in board and travel itinetary'

r:!_o:':1n111'-

Job descrþtions are norrnaily leviewed oniy hlled' It is recommended

that Faciiities Section d'etermine a procedure ons are reviewed and

updated penodícally, pelhaps ut*oully at the Ínance evaluations'

w their duties and responsibilities' As part of the command

eesV/ereu,t.¿toprovideabriefexplanationoftheirjobduties
them well.

The command ensures that alljob descríptions are kept in the electronic files and that employees

are cross-trained.

Cornmunications:

cellent verbal commurucation in the Facilities

staff, always checking in to determine

d itinerary so other staff members know

an open door PolicY'

Staff Meetings:

Regularstaffmeetingsareheldmonthiy(fustTuesday:11:montþandemployeesarerequired
to keep their calendars open so they can attend these meetings' There is good reciprocal sharing

of information.



Facilities Section
Page3
Apnl20,2009

Management of Tine:

The time spent on activities is not proporlional to the impofiance of the activities. As indicated

previously, tire analytical stafl itt ã¿¿ition to traveling extensively, spend unnecessary time

trying to locate required paperwor-k for their projects. This is something that couid be alleviated

through the use of clerical staff.

Collective B argaining:

Tlrere is no librar-y hard copy of the bargaining unit contracts; however , they are obtainable on-

line. The commander and managers comply with the terms of the contracts'

hr conclusion, the Facilities Section should dev

ongoing projects.

Ccx 2)"--LAr'-=-
C. A. WALI(ER
Assistant Chief
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Command:

Facilities (078)
Division:
ASD

Chapter:
1

lnspected bY:

Sandra Bradley/KathY Marshall
Date:

4t1t2009

:::::::::::::::::::---:=:::::--::
INSTRUCTIONS: Thisdocumentshall betyped. checkappropriateboxesasnecessary,orfìll intheblanksasindicated'Enterthechapter

numberoftheinspectioninthechapterlnspectionnumber. under"Forurardto:"enterthenextlevel ofcommandwherethedocument

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficlencies, corrective actìon plans, and may be used to appeal fìndings A CHP 51 Memorandum may be used lf

additional space is required. .

ln acquiring the facility-related responsibilities for inspection facilities and platform scales from the

commercial Vehicle éection, Faciiities Section can now incorporate those projects with other facility-

related projects, thereby improving conslstency and project projections for routine ma¡ntenance and

repair sery¡ces.

Facilities Section now has the ability to issue their own X-numbers for facility-related projects rather than

going through Business Services Section for the X-numbers. This has streamlined the process as well

ãs allowed Facilities Section to project services into future year coniracts.

es (lF) rnd field commands to

improve ,rnnn hotÀ the contract and X-number processes. FS is currently evaluating existing contracts

for both training for all lF commanders

regardin streamline the existing practices

utilized i hese effods will enhance the

overall efficiency of the current process.

Refer to attached memorandum.
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Date:

41112009
lnspected bY:

öänãt, Brad leY/Kathy Marshall

atabase utilized

.r,-^ --^i^^+ {r-a,r aro in This cjatabase is still in the
by the anarysts to track what phas" 1!ll".,pi:jÎ:'i1Î:-1;,1: .-:[:-:3t3iïåf ;'lj!;?:
iJJ[ïäiy;i:ïJi::-'i:ï51ã:ä:i:!Ïir;Ï,::*:tlr*:*::::,u:r,'J,î:'Íi:;'iF,:::1f:'ili¡"J:'.TLï,åÏXìiÍ:ii3:::Jilffi"äiÎ:t l::îÏi*:l,r:'"",'**:"J;:lîfiilJ::;iìJi:
3:ii"îìî"J:ii''X"üî å1iiffiti:?-iå'. *:i: ä*:tnülg*;:î"'o'anticipated 

compretion

: :',,"ï: : : i'"' ff#.i :u,ouI;, : ; Jî i i. s- i"' JJ o N 
" 

n a r p h a s e s c a n b e co m p I ete d

hard copy and traditionalfiling melnoos'

I staff for suPPort of our analYsts;

nd have elected to cross-

n internal reorganization and

ibilities noted in the audit'

lon
eis
time

regarding furlher use of a project tracrtng tog'

The commander,s intention to cross-train the existing crericar stafl to assist the analysts will greatly

benefit the stafr and arow for better ,," ;iñj,._11": Êé rñ.;rd ensure th; t the job descriptions for

it'.l"r" positions are updated to reflect any changes'

JulY 1, 2009'

cìericar staff shourd be cross-trained and provided,additional duties to assist the section's analysts by

November 1 , 2O09 This may r"qrir"îr,"rlglr io ir.ru jon á"l"riptions of the crericar staff and, if so'

those changes should ne inctrporut"Jinloihe job descriptions by November 1' 2009'

CHP 680A (Rev 09-08) OPI 01o
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EVALUATED BY

Sandr a BradleY and KathY Marshall

SUSPENSE DATE
TYPE OF EVÂLUATION

I Formal Evaluation '¡
FOLLOW.{JP REOUIRED

øYES !No

! lnformal Evaluation *'il 
ls4 O1

CORRECTED

! Correction RePort

a. What functions of management were observed?

nYe" ØNo(1) Planning adequate?

[] Yes E ¡.lo
(2) Organization adequate?

- 
\, - F--l rr^

(4) Directing adequate?
E Yes ! t'lo

I Yes D ¡.lo
(5) Controlling adequate?

E] Yes n ¡,lo
(6) Delegatingadequate?

CORRECTED

ElYes ! tlo
a. Cunent Organizational Chart?

I Yes nruo
(1) Lines of authority, responsibility' and training?

b. How are personnel informed of commande/s absence? Sign-in board, travel itinelary, e-mail, verbal communication

Ø Yes nno
(1) Alternaie assigned?

El Yes E t'lo
(2) Division notified via comm-net?

E Yes nruo
c. Have collateral duties been assigned to supervisors?

(1 ) offìcers aware of assignments and/or changes? N /n
E Yet D t'lo

d, How was effìclency of the organization tested? lnspectors determined there is no project tracking log (except for AC, Staffs),

checkrists, sratus boards, etc., to keep hack of projects. commander verbalry communicates with stafl-regarding project status'

n Yes Ø ¡lo

!ruo

(1) Daie of last review uPdate? Revicvved only at the time of a new hire

Ø Yes nruo
b. AuthorìtY limits exPlained?

nruo
c. Wrìtten job descriptions for positions?

cHP 453A (Rev. il6) Page '1 of 3
Destroy Previous Editions

Ø Yes
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In Facilities Section electronic files'(1) Where are job descripiions kept?

Ø Yes D t¡o

Has cross training been conducted?
CORRECTED

Commandels methods to disseminate and receive information? Through routine e-mails, monthly staff meetings' impromptu

rneetings, word of mouth, open door policy'

ØYes nNo
(1 ) Does the commander use both formal and informal channels?

heircontributionsand/oraccomplishments?Throughe-mails,providespositive

verbal feedback 1o staffmernbers, shares kudos at staffmeetirrgs,

ØYes ENo
b. Good up and down flow of information within Area?

@Yes nNo
(1 ) Commander to suPervisors?

nYes !No
(2) Commander to offlcers through lieuienanis/sergeants? p /n

Ø Yes D t,lo

(3) Supervisors to commande¡?
fl Yes n ¡¡o

(4) Supervisors to officers? u lt4
! Yes n ¡lo

(5) Offìcers to suPervisors? rr lñ
E Yes D tto

(6) Officers io commander through chain of command? p i4
ØYes n uo

(7) Beiween uniformed/nonuniformed employees?

Ø ves n ¡lo

(8) Suggestions for improvement made/tested?

ØYes n ruo

c. Commander and supervisors available for counseling?

ElYes n No

(1) Commander attend briefings?

D Yes ! t'¡o

(2) Lieutenant attend briefìngs?

Ø Yes ! t'lo

d. Is the information system effective?

ØYes n No

(1) Are personnel aware of current projects?

E Yes E t¡o

(2) WeeklY corresPondence routed?

e. How is the commander kept informed of daily events? Through travel itinerary and impromptu discusstons' Commander alwaYs asks,

,'What,s goirrg on today?,, Cood reciprocal sharing of information verbally and via e-nrail.

ElYes fl No

f. Are photos on picture board current?
CORRECTED

Ø Yes n ¡lo

a. commander or facilitator/manager adequately prepared for meetings?

E Yes n ¡lo

(1) Do meetings begin on time?
fl ruo

CHP 4534 (Rev. H6) Paqe 2 ol3
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-Ho*ofl"nu,"A,"u.""tingsheld?Morrthlywithallstaff.Pe¡iodica1lywit1tmanageIS.

(1) Who coordinates agenda? Offioe Teclnician

(2) Who takes minutes? Staff Services Analyst

@ Yes ! tto

(3) ls action taken, with subsequent follow-up?

I Yes fltlo
c. Are successive meetings held?

Ø Yes úNo
d. Are Top Management minutes discussed?

Ø Yes flNo
(1 ) Does commander support departmental programs?

Ø Yes ENo
(2) Do employees understand information disseminated?

p Yes nNo
e. Are special interest programs planned?

@ Yes E ¡to

J. Are schedules arranged for maximum attendance?

fl Yes D t'lo

(1 ) Is information conveyed to absent members?

g. What is the frequency of staff meetings? Montlrly (fust Tuesday ofthe month)

@ Yes I t'¡o

(1 ) Agendas distributed prior to meetings?

(2)Whoattends?A]Isøffmenrbersarerequiredtoattend.Staffi,.n.o*uc"dto-uk

appointments duriag this time' Any absences ¡equu

@ Yes nno
(3) Action taken, with subsequent follow-up?

E Yes !No
h. Are sergeants-only meetings held? A) / ,+

i. What is the frequency of nonuniformed meetings? Montily

(1) Who schedules these meetings? Comma¡der

(2) what is the command./.r.1"? Leads the -"J11 tlî ***Ï ans\rers questions'

I Yes !No
(3) Action taken, with subsequent follow-up?

CORRECTED

EYes Ø No
?

I Yes n ¡lo

b. Commander/lieutenanVsergeants available other than business hours?
CORRECTED

ElYes I t'¡o

a. Does the commander comply with Contract lnterpretaiions (Cl)?

n Yes Zltto
(1) Does a library copy of all Cls exist?

fl Yes flNo
(2) Employee groups notifìed prior to changing policy?

@ Yes fl No

(3) Employee contract training for nonuniformed supervisors?

nNo
(4) Managers/supervisors understand grievance/complaint procedures?

CHP 4534 (Rev.5-06) Pâge 3 of 3
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
=:::::::::::::::::::::=:::::::::::::-::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the lnspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed deflciencles, corrective action plans, and may be used to appeal f ndings. A CHP 51 Memorandum may be used if

additional space is requi

Command:

FMS (071)
Divis on
ASD

Chapter:

I

lnspecled by:

Carvn Arqenio/Rosema ry Sid lev
Date:

4t1t2009

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level

I Corrective Action Plan lncluded

! Appeal lncluded

! Attachments lncluded

Follow-up Requtred:

! Yes X tlo

Forward to:

Due Date:

Commander's Sig natu re:

ØÁ,bfu^j'r-

Date:

+y'"v/¡t

lnspector's Comments Regarding lnnovqtiyq Jlqtliges:

Fiscal Management Section (FMS) worked with lnformation Technology Section and Human Resources

Section (HRé), personnel Transactions Unit (PTU) to automate and streamline departmental account

receivabie traôking. ITS developed the Employee PayrollAdvance Recovery System (EPARS) that is

utilized by FMS and pTU stafl to efficiently track and collect on account receivable accounts.

Command tions for Statewide lmprovement:

FMS implemented quaderly repoñing on Driving Under the lnfluence cost recovery, witness fee

deposits, and invoices to enable commands to more effectively track submission and timely collection on

invoices. FMS implemented a vendor pre-payment program for arrest logs to enable vendors to order

multiple arrest logs from multiple areas without individual payments being sent to each Area office.

This command inspection revealed that FMS is operating eflectively with respect to Area Administration.

Job descriptions aie current and reviewed annually, and cross-training within the section has been

completed. f¡e dissemination and receipt of information and communication throughout the section is

very good. A variety of resources are utilized by the commander to ensure that all employees are made

aware cf vital informaticn pert¡nent to their daily operations as well as the Deparlment. Regular staf.f

meetings are held, organized with an agenda, and follow-up meetings to resolve issues are encouraged

u, nu.ãrrary. The commander ensures all managers and supervisors are aware of assignments within

their scope of responsibility as well as scheduled timelines of all major projects to ensure deadlines are

met. FMS managers and supervisors are knowledgeable regarding the appropriate employee

bargaining units ãnd know where to access the contracts. Management supporls an open door policy to

resolve problems in a timely manner.

CHP 6804 (Rev 09-08) OPI 010
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Command:

FMS (071)
Division:
ASD

lnspected by:

Caryn Arqenio/Rosemary SidleY

No comments necessary.

No additional comments.

CHP 680A(Rev 09-08) OPI 0'10
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Command:

FMS (071)
Divis on
ASD

Chapter:
1

lnspected bY:

Carvn Arqenio/Rosema rY SidleY
Date:

4t112009

eal Review/Decision: This shall be the

Lead lnspector's Signature:

-, 4 \ 0 l,
Date:

+-24-r>ot
Date:

Responding Commander's Srgnature (Tor appeal):

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA ADMINISTRATION
CHP 4534 (Rev. 5-06) OPI 009 41y2009

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Report, the ''Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicaled. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

a. What functions of management were observed?

EVALU,A.TED BY

Rosemary Sidle¡, ¿¡¿ Caryn Algenio

TYPE OF EVALUATION

[] Formal Evaluation ! lnformal Evaluation
SUSPENSE DATE

FOLLOW-UP REQUIRED

Dves Øruo
! Correction Report

BY ÇLüLPø("r
'^' 

u/t, /u,
I. MANAGEMENT FUNCTIONS

EVALUATED

Yes

ACTION REOUIRED

No

CORRECTED

(1) Planning adequate? ØYes nNo

(2) Qrganization adequate? E Yes n r.:o

(3) Staffing adequate? ZlYes E ruo

(4) Directing adequate? E Yes fl tto

(5) Controllingadequate? Eyes nNo

(6) Delegatingadequate? E Yes fl No

a. Current Organizaiional Chart? I ves n ¡¡o

(1) Lines of authority, responsibility, and training? I Yes E t'¡o

b. How are personnel informed of commandeis absence? Via e-maíl to all staffand Division.

('l) Alternate assigned? E Yes E I'lo

(2) Division notifled via comm-net? ZYes fl No

c. Have collateral duties been assigned to supervisors? I Yes ! t¡o

(1) Officers aware of assignments and/or changes? p/ l1 E Yes ! tlo

d. How was efficiency of the organization tested? Completion of Year Eld Plan. Proper chairr of command reyiew ancl approval wad

demonstrated as well as the dissemination of timelines 1o complete the projects.

e. ls there an appropriate span of control? E Yes E tlo

JOB'DESGRIPTIONS

a. Local procedure for periodic review? ØYes n ruo

(1) Date of last reviewupdaie? Alnuall¡,, in October'. Also rcviewcd and updated q,hcn a vacancy ooclus

b. Authority limits explained? E Yes D tto

c. Written job descriptions for positions? E Yes ! t¡o

CHP 453A (ReY. 5{6) Page 1 of 3
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(1) Where are iob descriptions kept? In the section's files b¡, the clerical support staff, as well as electronic copies.

(2) Has cross lraining been conducted? fl Yes E t¡o

CORRECTED

cowrMUNtcATtoNs

a. Commandeis methods to disseminate and receive information? Depalmcntal Comm-Net messagcs, staff meetìngs, section bulletin

boards, tluough manager/supervisor meetings with staff.

(1) Does the commander use both formal and informal channels? @Yes n ruo

(2) How does the commander inform personnel of their contributions and/or accomplishments? In person by personally thanking them;

through e-mail so copies can be made and placed in teld folders; performance evaluations; Commendable Form 2s.

b. Good up and down flow of information within Area? ElYes fl No

(1) Commander to supervisors? I Yes ! tlo

(2) Commander to offìcers through lieutenants/sergeants? p I l+ ! Yes ! tlo

(3) Supervisors to commander? ZlYes ! tlo

(4) Supervisors to officers?

^'/l'4
flYes n ¡lo

(5) Offìcers to supervisors? Ð /t4 nYes E ruo

(6) Offìcers to commander through chain of command? tÒ/t4 lves n ruo

nYes n ruo(7) Between uniformed/nonuniformed employees? þ/n
(8) Suggestions for improvement made/tested? @Yes E ruo

c. Commander and supervisors available for counseling? El ves E t'to

(1) Commander attend briefings? Z Yes n ¡lo

(2) Lieutenant attend briefìngs? N/n E Yes n ¡lo

d. ls the information system effective? Ø Yes fl No

(1) Are personnel aware of current projects? E Yes fl tto

(2) Weekly correspondence routed? @ Yes E tlo

e. How is the commander kept informed of daily events? Departmental Comm-Nets, access to news clips via the computcr, e-mails.

f. Are photos on plcture board current? ZYes n ruo

AREA AND:STAFFìMEETINGS

a. Commander or facilitatorimanager adequately prepared for meetings?

CORRECTED

ØYes ! No

(1) Do meetings begin on time? [Yes D No

(2) ls there an agenda? E Yes ! tlo

CHP 4534 (Rev. fl)6) Page 2 of 3
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b. How often are Area meetings held? l¿r,er), othel rnonth, nnless need dictates sooner.

(1) Who coord¡nates agenda? FMS Commandel

(2) Who takes minutes? No minutes are taken

(3) ls action taken, with subsequent follow-up? E Yes ! tlo

c, Are successive meetings held? Ø Yes n ¡lo

d. Are Top Management minutes discussed? E Yes n ¡lo

(1) Does commander support departmental programs? ØYes !ruo

(2) Do employees understand information disseminated? ElYes ! t'to

e. Are special interest programs planned? Ø Yes ! tto

f. Are schedules arranged for maximum attendance? @ves ENo

(1) ls information conveyed to absent members? ElYes E No

g. What is the frequency of staff meetings? E'r,ery other month, uuless need dictates soorel'.

(1) Agendas distributed prior io meetings? E] Yes ! ¡lo

(2) Who attends? Aì1 staff. Meetings are scheduled so the majority of staffcan attend. Managet/supen'isor neetings occur atthe

same frequenc¡', and prior to the section staff mcetings.

(3) Action taken, with subsequent follow-up? ØYes !ruo

n ves n ¡¡oh. Are sergeants-only meetings held? p/l+
i. What is the frequency of nonuniformed meetings? EveÐ' other month, unless need dictates sooller.

(1) Who schedules these meetings? FMS Commancler

(2) What is the commandeis role? To facilitate the meeting, answer questions, and create the agenda'

(3) Action taken, with subsequent follow-up? Ø Yes E r'¡o

MANAGEMENT:OF TIME .

a. ls time spent on activities proportionate to importance?

CORRECTED

@Yes n ruo

b. Commander/lieutenanVsergeants available other than business hours? pves nruo

COLLECTIVE BARGAINING

a. Does the commander comply with Contract lnterpretations (Cl)?

CORRECTED

E Yes D tlo

(1) Does a library copy of all Cls exist? Ø Yes n ¡¡o

(2) Employee groups notified priorto changing policy? E Yes E t'¡o

(3) Employee contract training for nonuniformed supervisors? Ø Yes D tlo

(4) Managers/supervisors understand grievance/complaint procedures? Ø Yes D tlo

CHP 4534 (Rev. il)6) Page 3 of 3
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agenc¡'

AprIl20,2009

Facilities Section

DEPARTMENT OF CALIFORNIA HIGTTWAY PATROL
Administrative S ervices Division

70.45031

COMMAND INSPECTION - AREA ADMINISTRATION

The follou'ing infonnation is provided in reference to the Command Inspection Program,

Ex c eptions D o cument, concernin g Area Administration.

Inspector's Findings:

Management Functions:

Wirile Facilities Section is currently in the process of cornpleting various projects and has some

1o'g range goals identified, the cornmand inspection revealed that there are no real accountability

measures utilized concerning the completion of the projects. The section does not use a project

tracki¡g iog, but does keep track of due dates to the Assistant Commissioner, Stafl by

monitoãng that office's 1og. However, there are no section due dates applied to projects and no

checklists, status boards or other tracking system is utilized. It is recommended that Facilities

Section develop and maintain an automated project tracking system, such as a faciiities

maintenance dátabase program, that all section employees canttlltze to keep track of their

projects and ensure they are meeting the goals/tirnetables set up for the projects.

Facilities Section should review the duties and responsibiÏities of the clerical staff. The section

either does not utllizetheir existing clerical staff effectively or does not have adequate clencal

staffing. The section anaiysts, who are often out of the office at various field commands, spend

an inoldinate amou¡t of tirne tryng to locate requiled paperwork for their projects. The section

does not have an orga1izedfiling system which makes it especially difficult to locate historical

files and documents that are necessary fol the analysts to complete their projects. Clerical staff

could be utilized to take some of this burden off of the alalysts, thereby making the anaiysts' use

of tirne rnole effective.

aHP 51UrÞ lRÞv 11-ÂÂl ÔPl 076
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Facilities Section
Page2
liprirl20,2009

Organtzattotl:

To improve the efficiency of the section, a section tracking system should be utilized to control

the projects and clerical staff should develop and maintain a filing system that would assist the

section's comrnander, managers and analysts.

The section's cunent organization chartwas reviewed and adequately displays the lines of
autlrority and responsibility. Section staff are always aware of the commander's whereabouts

tluough the use of a sign-in board and travel itinerary'

Job Descrþtions:

Job descriptions are normally reviewed only when vacancies are being filled. It is recommended

that Facilities Section determine a procedure whereby the job descriptions are reviewed and

updated periodicall¡ perhaps annually at the time of enployees' performance evaluations.

Section employees seem to know their duties and responsibilities. As part of the command

inspection, some of the employees were asked to provide a brief explanation of their j ob duties

and they were able to articulate them well.

The command ensures that all job descriptions are kept in the electronic files and that employees

ate cross-trained.

Conrmunications:

The conrmand inspection revealed that there is excellent verbal cornmunication in the Facilities

Section. The conrmander interacts frequently with the staff, always checking in to deterrnine

how they are doing. All staff utilize asign-in boald and itinerary so other staff members know

their whereabouts. The commander encourages an open dool poiicy.

Staff Meetings:

Regular staff meetings are held monthly (first Tuesday of the month) and employees are required

to keep their calendars open so they can attend these meetings. There is good reciprocal sharing

of information.



Facilities Section
Page 3

4prr120,2009

Management of Tirne:

The tirne spent on activities is not proportional to the importance of the activities. As indicated

previously, the analytic aI sÍaîî, in addition to traveling extensively, spend unnecessary time

trying to locate required paperwolk fol their projects. This is sornething that could be alleviated

thr-ough the use of clerjcal staff,

Collective B algaining:

There is no liblary hard copy of the bargaining unit contracts; however, they are obtainable on-

line. The commandel and managers comply with the tenns of the contracts.

þr conclusion, the Facilities Section should develop a project tracking system with section due

dates to keep abreast of the status of the various projects and the tirnelines for completion of the

projects. Additionally, a procedure should be developed to ensure job descriptions are updated

periodically, not only when positions vacate. Lastly, more effective use of existing clerical staff

or more clerical staff wouid be helpfu1 to the analysts in keepirg track of their paperwork for

ongoing projects.

Cc< 1)"-!--lr'-,
C. A. WALKER
Assistant Chief



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
==-::::: ::::
INSTRUCTIONS: This document shall be typed Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡¡ard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deflciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional space is required.

Conrmand:

Facilities (078)
Drvrs on
ASD

Chapier:
1

lnspected by:

Sandra Bradlev/Kathv Marshall
Date:

4t1t2009

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

X
D

X

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

X Yes I t¡o

Forward to:

Due Date:

Date:

4lsa loz

Chapfer..'l nSpection':

lnspector's Comments Regarding lnnovative Practices:

ln acquiring the facility-related responsibilities for inspection facilities and platform scales from the
Commercial Vehicle Section, Facilities Section can now incorporate those projects with other facility-
related projects, thereby improving consistency and project projections for routine maintenance and

repalr serv¡ces.

Facilities Section now has the ability to issue their own X-numbers for facility-related projects rather than
going through Business Services Section for the X-numbers. This has streamlined the process as well

as allowed Facilities Section to project services into future year contracts.

Command S estions for Statewide lmprovement:
Facilities Section (FS) will continue to work with the inspection facilities (lF) and field commands to
improve upon both the contract and X-number processes. FS is currently evaluating existing contracts
for both performance and cost benefit. FS will be facilitating additional training for all lF commanders
regarding contract management and the X-number process in order to stream[ine the existing practices

utilized in the completion of repair projects and payment of vendors. These eflorts will enhance the
overall efficiency of the current process.

lnspector's Find s

Refer to attached memorandum

CHP 680A (Rev 09-08) OPI 010
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Command:

Facilities (078)
Divrsron
ASD

Chapter
1

lnspected by:

Sandra Bradlev/Kathv Marshall
Date:

4t112009

Management Functions: Facilities Section (FS) does utilize a Special Repair Project database utilized

by the analysts to track what phase of the project they are in. This database is still in the

implementãtion phase and was developed by Administrative Services Division in 2007 for this specific

purpose. Traditional due dates are not used for our construction projects due to the many phases the

project goes through for completion. Each phase is tracked on the database so anticipated completion

dates cãn be identified and scheduling for additional phases can be completed.

FS concurs with audit findings regarding the need for additional clerical staff for support of our analysts;

however, we recognize the difficulty in obtaining these additional positions and have elected to cross-

train our supporl staff to assist with heavy workload. FS is still working on an internal reorganization and

attempting to fill vacant positions to take on the additional work and responsibilities noted in the audit.

Management of Time: FS continues to evaluate current processes utilized by our analysts in both

contralting and the X-number process. Thus far we have implemented processes to streamline the X-

number, maintenance and special repair contract process. Position upgrades have been completed and

'illed to address the need for additional supporl in these tasks. Automation enhancements are also

underway to assist with documents needed daily by analysts which currently are available only through

hard copy and traditional filing methods.

The FS Commander has sufliciently explained why the use of traditional due dates for the construction

projects is not feasible. Since the command does note all phases of the projects in a database, there is

actíon being taken to moniior the completion of the projects. Theretore, no action is required at this time

regarding further use of a project tracking log.

The commander's intention to cross-train the existing clerical stafl to assist the analysts will greatly

benefit the staff and allow for better use of their time. FS should ensure that the job descriptions for

these positions are updated to reflect any changes.

Corrective Action Plan/Timeline
Job descriptions for all FS positions should be reviewed and updated, if necessary, by July 1, 2009.

Clerical staff should be cross-trained and provided additional duties to assist the section's analysts by

November j,2OOg. This may require changestothe job descriptions of the clerical staff and, if so,

those changes should be incorporated into the job descriptions by November 1,2009'

CHP 6804 (Rev 09-08) OPI 010
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DATE

04/0112009

INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or flll in the blanks as indicated. lf additional comments are necessary, the information
canbeplacedontheCHP4S4,AreaManagementEvaluationSupplement. TheSupplementshouldincludesignificantfìndings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUATED BY

Sandla Bradley and Kath¡' Marshall

TYPE OF EVALUAÎION

@ Formal Evaluation ! lnformal Evaluation
SUSPENSE DATE

FOLLOW-UP REOUIRED

øYES !No
! Correction Report

BY lf"
'^'4 f.4 uo,

1. MANAGEMENT FUNCTIONS
EVALUATED

Yes

ACTION REAUIRED

Yes

CORRECTED

a. What functions of management were observed?

(1) Planning adequate? ! Yes E tlo

(2) Organization adequate? Ø Yes ! l.lo

(3) Staffìng adequate? E Yes E tto

(4) Directingadequaie? Øves Eruo

(5) Controlling adequate? Ø Yes ! t'lo

(6) Delegatingadequate? p Yes E t'lo

ORGANIZATION

a. Current Organizational Chart?

CORRECTED

ØYes !No

(1) Lines of authority, responsibility, and training? ØYes nruo

b, How are personnel informed of commandeis absence? Sign-in board, travel itinerar¡,. e-mail, r,erbal communication

('l ) Aliernate assigned? EYes !ruo

(2) Division notifìed via comm-net? EYes nruo

c. Have collaieral duties been assigned to supervisors? @ Yes ! tto

(1) Offìcers aware of assignments and/or changes? lV /14 D Yes E ¡¡o

d. How was efficiency of the organization tested? Inspectors determined there is no project tracking log (except for AC, Staffs),

checklists, status boards, etc., to keep track of projects. Commander verbally communicates with staff regæding project status.

e. ls there an appropriate span of control? Ø Yes ! tlo

JOB DESCRIPTIONS

a. Local procedure for periodic review?

CORRECTED

! Yes El l.lo

(1) Date of last review update? Rcvievved only at thc tinie of a neu, lúre.

b. Authority limits explained? E]Yes nruo

c. Written job descriptions for positions? [] ves D tlo

CHP 4534 (Rev.5-06) Page 1 ol 3
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(1) Where are job descriptions kept? In Facilities Section electronic files.

(2) Has cross training been conducted? Ø Yes ! tlo

CORRECTED

COMMUNICATIONS

a. Commande/s methods to disseminate and receive informaiion? Tlu'ough routinc e-mails, monthly staff rnectings, impromptu

meetings, rvord of mouth, open dool policy

(1) Does the commander use both formal and informal channels? Ø Yes n ¡lo

(2) How does the commander inform personnel of their contributions and/or accomplishments? Through e-mails, provides positive

verbal leedback to staff members, shares kudos at staflmeetings.

b. Good up and down flow of information within Area? Elves n ¡lo

(1) Commander to supervisors? ØYes nNo

(2) Commander to offìcers through lieutenanis/sergeants? p llA ! ves n ¡lo

(3) Supervisors to commandet? Ø Yes n ¡¡o

(4) Supervisors to officers? u lt4 n Yes n ¡¡o

(5) Officers to supervisors? rr /ñ n Yes E t¡o

(6) Offìcers to commander through chain of command? lr, i14 flYes n ¡¡o

(7) Between uniformedinonuniformed employees? flYes ! No

(8) Suggestions for improvement made/tested? ElYes n ¡¡o

c. Commander and supervisors available for counseling? ØYes n No

(1) Commander attend briefìngs? ElYes ! ruo

(2) Lieutenant attend briefings? tJl14 !Yes DNo

d. ls the information system effeciive? Ø Yes n ¡¡o

(1 ) Are personnel aware of current projects? Ø Yes n ¡lo

(2) Weekly correspondence routed? ElYes n ruo

e. How is the commander kept informed of daily events? Through travel itinelary and impromptu discussii¡ns. Commander always asks,

"Wbat's goiug on today?" Good lcciprocal sharing of informatiou verbally and via e-mail.

f. Are photos on picture board current? E ves ! tlo

AREA AND STAFF MEET,INGS .-,

a. Commander or facilitaior/manager adequately prepared for meeiings?

CORRECTED

ØYes n No

(1) Do meetings begin on time? E ves E t¡o

(2) ls there an agenda? EYes ! ruo
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b. How often are Area meetings held? Monlhly \ryitli all staff. Periodicalll'rvi1h lltauagers.

('l ) Who æordinates agenda? Offioe Tcchnician

(2) Who takes minutes? StalÏServices Aral¡'st

(3) ls action taken, with subsequent follow-up? I Yes f] t'lo

c. Are successive meetings held? Ø Yes f] tlo

d. Are Ïop Management minutes discussed? Ø Yes D tlo

('1 ) Does commander support departmental programs? Ø Yes fl tlo

(2) Do employees understand information disseminated? ElYes n ¡lo

e. Are special interest programs planned? I Yes n r'¡o

f. Are schedules arranged for maximum attendance? E Yes n ¡lo

(1) ls information conveyed 1o absent members? []Yes E no

g. What is the frequency of staff meetings? Monthly (fust Tuesday of the month)

(1) Agendas distributed prior to meetings? fl Yes !ruo

(2) Who attends? A_ll staff menbers are required to atlend. Staff is encouraged to make themselves available arld not to schedule

appointments cìuririg this time. Any absences require an explanation to tire commander'

(3) Action taken, with subsequent follow-up? ElYes E No

h. Are sergeants-only meetings held? fÚ / n nYes ! No

i. What is the frequency of nonuniformed meetings? Monthly

(1) Who schedules these meetings? Com¡rander

(2) What is the commandels role? Leads the meeting, plovides infonnation, alìswers questions.

(3) Action taken, with subsequent follow-up? ElYes n ruo

CORRECTED

nves E Noa. ls time spent on activities proportionate to importance?

b. CommanderilieutenanUsergeants available other than business hours? Ø Yes n ¡lo

COLLECTIVE BARGAINING

a. Does the commander comply with Contract lnterpretations (Cl)?

CORRECTED

Ø Yes n ¡lo

(1 ) Does a library copy of all Cls exist? fl Yes Zl t'lo

(2) Employee groups notified prior to changing policy? ElYes D No

(3) Employee contracl training for nonuniformed supervisors? ØYes ENo

(4) Managers/supervisors understand grievanceicomplaint procedures? Ø Yes E tlo
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Command:

BSS (076)
Drvis on
ASD

Chapter:
I

lnspected by:

Kathv Marshall and Julie Martin
Date:

4t712009

INSTRUCTIONS: This document shall be typed, Check appropriate boxes as necessary, orfìll in the blanks as indicated. Enterthe chapter

number of the inspeciion in the Chapter lnspection number. Under ''Forward to:" enter the next level of command where the document

shall be routed io and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

X Corrective Action Plan lncluded

! Appeal lncluded

tr Attachments lncluded

Follow-up Required:

X yes E tlo

Fonryard to:

Due Date:

Commander's Signature:

1<Jd^

Date:

4'>4.o1

lnspector's Ctrmments Regarding lnnovative Practices:

The Business Servlces Section (BSS) commander sometimes allocates assignments that will help prepare staff

for upward mobility oppodunit¡es, such as bill analysis or spec¡al writing assignments. The commander plans to

introduce discussions about the Strategic Plan goals and objectives at quarlerly staff meetings so staff

understand how imporlant their work is to overall deparlmental efficiency and effectiveness.

,3SS employees are located at different work sites (buildings); therefore, the commander has staff meetings at all

of the different locations so employees do not always have to leave their work sites for meetings. Also, this gives

the BSS employees an oppoÍunity to visit their co-workers' offices.

BSS is a nonuniformed command; therefore, several questions on the CHP 4534 related to uniformed employees

were not applicable to this section, This command inspection determined that the overall area administration of

BSS is very good. Staff rely heavily on the Project Log to ensure accountability and timely completion of projects'

The commander communicates well with the employees, both verbally and through e-mail, and maintains an open

door policy. There are regular stafl meetings where information is communicated to the staff and staff have the

ability to aik questions or provide input, The assignment of alternate commander is rotated among the

managers. Attempts are made to resolve issues at the lowest possible level.

This command inspection notedtwo areas of concern: 1)Most job descriptions are normally reviewed when there

is a vacancy. Whiie most were updated in August 2OO7 or later, a few had not been updated since February

2OO4;2) Wñen a clerical employee is absent, the remaining clerical staff answer the telephones. However, there

is no cross-training of the clerical employees. lt is recommended that all job descriptions be reviewed and

updated, and that a process be implemented whereby all of the job descriptions are periodically

reviewed for appropriateness. Additionally, all clerical staff should be cross-trained so one can perform

the duties of another as necessary.
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Areas of concern:
(1) Review of job descriptions -As stated, the command reviews duty statements at the time of

vacancy. bue to the specialty of the command's uniis, most duty statements are specific in

nature and do not change. The inspector recommends a process for periodical review. Even

though the command hãs not had issue with its current practice, it will defer to the inspector's

recommendation and will incorporate a review of all duty statements. Please provide an

acceptable time frame for periodical review.

(2) Cross-training of clerical employees - As stated, BSS clerical staff are only cross-trained on the

general clericãl supporl duties such as answering phones, assisting visitors, routing and copying

documents, mail pick-up and distribution, etc. Due to the specialty of the units within BSS, the

ability to cross{rain clerical staff on duties over and above general clerical support duties listed

above is not an eflective or efficient use of resources, Many of the clerical staff are trained on

software programs unique to their units and many of these programs have licensing issues which

does not allow unlimited users. ln addition, due to the infrequency of use, the clerical staff would
' have no proficiency with regard to these duties. The filing systems are also unique. The BSS

has had issues in ine past with misfiled documents. Adding additional staff to filing would most

likely exacerbate the situation instead of easing it. At this time, BSS respectfully disagrees with

the cross-training of clerical staff over and above the current duties. NOTE. The CHP is a pilot

agency for a new eProcurement system. When that system is fully functional, there will not be a

uðer issue. BSS plans to train all three office technicians to use this system. This system

replaces two of the current unit specific software programs (ACS and Dr. E).

lnspector's Comments.

(1) All duty statements should be reviewed/updated byJuly 1,2009, and then on a yearly basis

thereaiter, either altogether, or individually to coincide with the employee's performance

appraisal.
(2) No further action is required concerning the cross-training of the clerical employees. The

commander has'elaborated on the current cross-training of these ernployees, which appears

sufficient and will be enhanced when the eProcurement system is operational. Also, there are

extenuating circumstances in this command that would make extensive cross-training ineflectual.

All duty statements with a July 1, 2008, or earlier review date, will be reviewediupdated by July 1, 2009

(combining any annual reviews in the process). Thereafter, they will be reviewed at the time of each

employee's annual evaluation.
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eal Review/Decision: This shall be the o Ievel of appeal).

Lead lnspector's Signature:

(^, 4 )- c Jt,

Date:

+-2 4-Òa
's Signaturè (foÌ aPPeal) Datè:
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DATE

41712009

INSTRUCTIONS: lndicate items reviewed by placing a checkin the "Evaluated" boxand/orthe"Action Required" box. lf this

form is used as a Correction Report, the "Correction'' box should be initialed and daied as deficiencies are corrected. Answer

individual items with "yes" or "no" answers, or fill in the blanks as indicaied. lf additional comments are necessary, the inforrnation

can be placed on the ôHp 454, Area Management Evaluation Supplement. The Supplement should include significant findings'

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be compleied in pen or pencil, and the Supplement can be handwritten if desired'

EVALUATED BY

Kathy Malshali and Julìe Martin

TYPE OF EVALUATION

@ Formal Evaluation ! lnformal Evaluation
SUSPENSE DATE

FOLLOVV-UP REQUIRED

ØYES nNo
! Conection Report

BY

DATE

4 14,01

I. MANAGEMENT FUNCTIONS
EVALUATED

Yes

ACTIOI.] REOUIRED

No

CORRECTED

a. What functions of management were observed?

(1) Planning adequate? ZYes nNo

(2) Organizafion adequate? []Yes !No

(3) Staffìng adequate? ØYes nNo

(4) Directingadequate? ØYes fl No

(5) Controllingadequate? E] Yes E tlo

(6) Delegatingadequate? ElYes n ¡¡o

2. ORGANIZATION

a. Current Organizational Chart?

CORRECTED

IYes DNo

('1 ) Lines of authority, responsibility, and training? Ø Yes E tlo

b. How are personnel informed of commande/s absence? E-mail, pìrone call or voice mail.

(1) Alternate assigned? EjYes f] r'¡o

(2) Division notifìed via comm-net? E ves E t'lo

c. Have collaieral duties been assigned to supervisors? Ø Yes D t'¡o

(1) Officers aware of assignments and/or changesZ M lll E Yes n ¡¡o

d. How was effìciency of the organization tested? lr4anagers often build a detaileci work plan for assigunents md include the

i'formation on the pro.ject Log. The project Log was reviewecl and ihe projects are on track for completion by the due dates'

e. ls there an appropriate span of control? ØYes nruo

3. JOB DESCRIPTIONS

a, Local procedure for periodic review?

CORRECTED

n Yes El tlo

(1) Date of last review uPdaie? Most r.vcre revielvcd in August 2007 or iatcr. updated as positions vacate.

b. Authoriiy limits explained? Z Yes n ¡¡o

c, Wrltten job descriptions for positions? Ø Yes ! tlo
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(1) Where are job descr¡ptions kept? In binders near the commander's oÎfice. Job desoriptions fbr all BSS employees were reviewed.

Most wer.e updaled in August 20Q7 or laler, but a few were daled2004 and2006.

(2) Has cross tra¡ning þeen conducted?

COMMUNICATIONS

! Yes E t'lo

CORRECTED

a. Commande/s methods to disseminate and receive information? E-mail groups are uscd ñ'equentl1,to disseminate informatii¡n, as well

as tfuough informal and folmal meetings.

(1) Does the commander use both formal and informal channels? ZYes n ruo

(2) How does the commander inform personnel of their contribut¡ons and/or accomplishments? In meetings, verbally directi¡' 16 1þg

employee, ancl throLrgh announcements at infomal events, such as potlucks. Congratulatory documents are placed in field lolders.

b. Good up and down flow of information within Area? E Yes fl tlo

(1) Commander to supervisors? Øves !No

(2) Commander to officers through lieutenants/sergeanls? lJ f ll EYes n no

(3) Supervisors to commander? EYes ! No

(4) Supervisors to officers? p I n ! Yes ! l¡o

n Yes ! t¡o(5) Offìcers io supervisors? p ln
(6) Officers to commander through chain of command? ¡Jf 14 n Yes E tlo

(7) Between uniformed/nonuniformed employees?

(8) Suggestions for improvemeni made/tested?

E Yes E ¡¡o

ElYes n ¡lo

c. Commander and supervisors available for counseling? Ø ves n ¡lo

(1) Commander attend briefìngs? E Yes E l.lo

nYes ! No(2) Lieutenant attend briefings?

d. ls the information system effective? Ø Yes ! t¡o

(1) Are personriel aware of curreni projecis? Ø Yes E tlo

(2) Weekly correspondence routed? E Yes !no

e. How is the commander kept informed of daily events? The Chief ancl Staff Services Managcr Ils are the main information pipclhc for

the cornmander. Thc comrnaudel'receives ilfotmation verbally and via e-mail.

f. Are photos on picture board current? EYes E No

AREA AND'STAFF:MEETINGS -, -

a. Commander or facilitator/manager adequately prepared for meetings?

CORRECTED

Eves n No

(1) Do meetings begin on time? Elyes n ¡lo

(2) ls there an agenda? E ves E t'lo
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b. How often are Area meetings held? Qualtelly tbr ail staft birnontlily for supervisol's and nanagers.

(1) Who coordinates agenda? Scction Administl'ative Assislant

(2) who takes minutes? Not done anynore. IJowever, action ilems al'e added to the ploject log and supen'isots brief absentees'

(3) ls action taken, with subsequent follow-up? E Yes n ¡lo

Ø Yes n ¡loc. Are successive meetings held?

El Yes E ttod. Are Top Management minutes discussed?

(1) Does commander support departmental programs? @ ves n ¡lo

(2) Do employees undersiand information disseminated? flves ! ruo

e. Are special interest programs planned? Ø Yes E tlo

f. Are schedules arranged for maximum attendance? E Yes E tlo

(1) ls information conveyed to absent members? EYes D No

g. What is the frequency of staff meetings? Quartell;, for a1l staff; binonthll' for supert'isors and managers'

ElYes []ruo(1) Agendas distributed priorto meetings?

(2) Who attends? euarterly meetings - all employees; bimonlhly meefings - cotnmandet, mallagers, supervlsors'

(3) Action taken, with subsequent follow-up? E Yes fltlo

E Yes E l.loh. Are sergeants+nly meetings held? ¡1 I (]

i. What is the frequency of nonuniformed meetings? Quarterly for all stafl bi-rnonthl¡'f'ol supervisors ancl managers

(1) Who schedules these meetings? Section Adminishative Assistant

(2) what is the commandeis role? euarterly: starts meetiìg, has questio[ and answeÌ session regardilg important topics' disousses

safe¡v infbrmation. Supervisor/manager. meetings: Leads meeting, pLe sents items of irnportancc f,-orn Division or Top Managernent,

discusses action items, and chairs a rourd table oi information sharing.

Ø Yes nNo(3) Action taken, with subsequent follow-up?

MANAGEMENT OF TIME
CORRECTED

Ø Yes ENoa. ls time spent on activities proportionate to importance?

b. commander/lieutenanusergeants a'railable other than business hours? Ø Yes fl r'to

eOLLECTIVE,BARGAINING

a. Does the commander comply with Contract lnterpreiations (Cl)?

CORRECTED

ElYes !ruo

E Yes n ¡lo(1) Does a library copy of all Cls exist?

(2) Employee groups notified prior to changing policy? E Yes D t'lo

(3) Employee contract training for nonuniformed supervisors? E Yes E t'to

(4) Managers/supervisors understand g rievance/complaint procedures? DNo

CHP 4s3A (Rev. 5-06) Page 3 of 3
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INSTRUCTIONS: e typed Check appro Enter the chapter

number of the ins lnspection number' U he document

shall be routed to document shall be uti ewide

improvement, ide rective action plans, a m may be used if

additional sPace is required

The Human Resources Section (HRS) commander has

section managers, as well as the sectlon administrative
a brief stand-up meeting every morn¡ng with all

assistant and secretary.

ilo m m a n d S u q g e st i o n s f o r S ta tew t d e I m p rov e m e n t :

Stand-up meetings approx¡mately 15 minutes eans to

connect with em[lo ly, it gives employees a me r co-

workers and with th or to discuss items of impo ly

occurred or that are anticipated to occur. This keeps employees updated t to their

command and provides the opportunity for them to be involved in the processes'

rea administration of HRS is very good' Job

reviewedandrevised.lnanefforltodetermineif
ies, various HRS staff were contacted and asked

responsesreceivedcloselymatchedtheirwritten
ect¡onprojectlogthatShowsduedatestoDivision
nsures that projects stay on track and are

mmunication among the staff and the commander

ichareheldregularlyforallsectionstaff.Withthe
ervices Division, the picture board has become

cture board will not be maintained'
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ln a further eftoft to ensure employees are aware of their duties, managers will be reviewing their duty

statements with them during their annual pedormance evaluation meeting. Employees will also be

provided a copy of their duty statement annually'

No further comments.
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INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "no" answers, or fÌll in the blanks as indicated. lf additional comments are necessary, the informatlon

can be placed on the CHp 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

DATE

4/812009

TYPE OF EVALUATION

@ Formal Evaluation

FOLLOW-UP REQUIRED

f]YES ø NO

SUSFENSE DATE

! lnformal Evaluation

MANAGEMENT FUNCTIONS

! Correction Report

BY

a. What functions of management were observed?

(1) Planning adequate? Ø Yes n ¡lo

(2) Organization adequaie? @ Yes E tlo

(3) Staffìng adequate? Ø Yes n ¡lo

(4) Directingadequate? @ Yes ! tlo

(5) Controllingadequate? Ø Yes fltlo

(6) Delegatingadequate? Ø Yes ! r'lo

]2. ORGANIZATION

a. Current Organizational Chart?

CORRECIED

p Yes fl tlo

(1) Lines of authoriiy, responsibility, and training? ØYes n ruo

b. How are personnel informed of commandeds absence? Verballl, ol through e-mail, Also noted on electronic calendar

(1) Alternate assigned? E Yes ! tto

(2) Division notified via comm-net? Z Yes flruo

c. Have collateral duties been assigned to supervisors? EYes n ruo

(1) Officers aware of assignments and/or changes? D / tq E Yes n ¡lo

mentor. 'I'he Aclministrative Assistant maintains projeci log, foliows up with stafl for progress, and updates iog accordingly

d. Howwaseffìciencyoftheorganizationtested? Reviewofprojectlog,du[,statements,organizationchart. Newhiresareassigneda

e. ls there an appropriate span of control? Z Yes E t'¡o

JOB DESCRIPTIONS

a. Local procedure for periodic review?

CORRECTED

ØYes n ruo

('1 ) Dateoflastreviewupdate? Nbrmallyreviewedatthetimcofrefill,butaisoupdatedwhcttchangestodutiesoccur.

b. Authority limits explained? ElYes ! tlo

c. Written job descriptions for positions? Ø Yes E ¡lo

CHP 4534 (Rev. il6) Page '1 of 3
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(1) Wherearejobdescriptionskept? lnthcHRSelectroniclìleclilcctor¡,aswell asinabinclcrkeptinthcconrtnauder'sofÏce,

(2) Has cross training been conducted?

i4. GOMMUNICATIONS

sta¡iì-r-r¡t r.neeti¡gs and stalïmectings. Additionallr'- thc comtrandet has an operr dool pr,rlicy'

(1) Does the commander use both formal and informal channels? ØYes DNo

I Yes E t'lo

a. Commander,s methods to disseminate and receive information? 'I'hrough yerbal conmunications, c-trails, dut'itlg cotntuandcr''s dail¡'

(2) How does the commander inform pers'onnel of their contributions and/or accomplishments? \¡elball)' to the crnploy'ec and/or

empIo¡.'ee's supelvisor and through e-maiI

b. Good up and down flow of information within Area? EYes ! No

(1 ) Commander to supervisors? [Yes n No

(2) Commander to officers through lieutenants/sergeanfs? p/ 14 I Yes D I'lo

(3) Supervisors to commander? M.Yes ! tto

(4) Supervisors to officers?

flYes nNo(5) Offìcers to supervisors? tÐ l14
(6) Offìcers to commander through chain of command? Ð/ 14 flYes n ruo

(7) Between uniformed/nonuniformed employees? fo /t] I Yes ! t'.lo

(8) Suggestions for improvement made/tested? fl ves n ¡lo

c. Commander and supervisors available for counseling? Ø Yes E t¡o

(1) Commander attend briefings? fl Yes ! tto

(2) Lieutenant attend briefíngs? |o//4 ! ves ! t'lo

d. ls the information system effective? @Yes n No

(1) Are personnel aware of current projects? pYes nruo

(2) Weekly correspondence routed? Ives E No

e. Howisthecommanderkeptinformedofdailyevents? 'llu'crLrghc-mailsancl Conrn-Ncts.velball¡'atthedail¡'stancl-upnicetingu'itb

manageLs au<J supen'iscu's rvhct'c col'locrlls and issues ale discusscd'

f. Are photos on picture board current? n Yes E tto

AREA.AN D STAEF :MEETINGS : .

a. Commander or facilitator/manager adequately prepared for meetings?

CORRECTED

E]Yes ENo

(1) Do meetings begin on time? Ø ves n ¡lo

(2) ls there an agenda? Ø Yes D t¡o
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b. How often are Area meetings held? I)ail¡, stand-up lneetillg lol rranagets/super\/isols. Unit rlreetings occt-lt'abottt 0nce a I-lrontl-t

(1) Who coordinates agenda? Administrative Assislarlt

(2) Who takes minutes? OfTioc Tcchllicja¡r ot Adlrinistratjvc Assìstant

(3) ls action taken, with subsequent follow-up? Ø Yes D tlo

c. Are successive meetings held? Ø Yes fl tlo

d. Are Top Management minutes discussed? fl ves fl t'lo

(1) Does commander support departmental programs? Ø Yes ! tto

(2) Do employees understand information disseminated? Ives n xo

e. Are speclal interest programs planned? ØYes !No

f. Are schedules arranged for maximum attendance? ØYes ENo

(1) ls information conveyed to absent members? EYes DNo

g. What is the frequency of staff meetings? Dail,v for nanagers/supervisofs. At le¿ul once a nonth l'or other section enployees.

(1) Agendas distributed prior to meetings? @ ves D t¡o

(2) Whoattends? All ìlRSstaffar.eincludedinnteeti¡gs.buttheynormall¡,aitendtheirappropliaieunittteeting,i.e.. l'rausactiotrs.

Cl assifi oaticur and l{iring. Exaniuations, Clerical, etc.

(3) Action taken, with subsequent follow-up? Ø Yes E tlo

h Are sergeants-only meetings held? þ I ¡4 !ves !No

i. What is the frequency of nonunlformed meetings? Va¡ies but t¡'picall¡' ouce a tnonth'

(1) Who schedules these meetings? tinít rlanagers.

(2) what is the commandefs role? Clornnander is rnade ar,',¿re olthe rneelings and tries lo atlend as manY as possible to provide

infot'mation to staff ald/or alswer questions posed by the stafÏ

(3) Action taken, with subsequent follow-up? I ves n ¡lo

MANAGEMENT OF TIME

a. ls time spent on aciiviiies proportionate to importance?

CORRECTED

fl Yes ! t'to

b. Commander/lieutenanUsergeants available other than business hours? E Yes E tlo

7 GOLLEGìTIVE BARGAI N IN G

a. Does ihe commander comply with Contract lnterpretations (Cl)?

CORRECTED

pves n ruo

(1) Does a library copy of all Cls exist? E Yes ! t'lo

(2) Employee groups notified prior to changing policy? [Z Yes E l.lo

(3) Employee contract training for nonuniformed supervisors? @Yes nruo

(4) Managers/supervisors understand grievance/complai nt proced ures? D tlo
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